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BidBuy General Overview

BidBuy

General Qverview HLINOKS tPROCUREMENT
User Roles

Basic Purchaser (BP)*

Basic Purchaser (BP} i for Agen rchasing
staffs and APOs.

Jasic Purchasers can create all documents on the
ch as Requ d, Purchase
their related documents such as
Change Ord

* An approver may be configured aseither a Department Access or Basic Purchaser. In addition, if a user’s
role iz to approve anly, they may be setup as a Department Access role with approval rights only,
disallowing both requisitioning or contract shopping.

Bid Purchase Order
MNew Public Procuremernt Types: Pur rder &
Bulletin

Mumbering

Document
Description

*Record Numbers are generated based on a number wheel exclusive to each of the 3 documents. (i.e. Req, Bid, PO)
As a result, a Requisition's record number may be 300, while the associated Purchase Order is 102.

** The Bid Tab is a sub-document of the Bid where Vendor Quotes are tabulated, and where an award is recorded.
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Terms Crosswalk

Current Future
Solicitation/Motice : Bid
IPB Registered User > Bidders
Addendum >  Amendment

Bid/Offer/Response > Quote
Award Information > Bid Tab
Contract > Purchase Order (PO)
Amendment > Change Order

General Process Workflows

Small Purchase - Begins with an Open Market Reguisition, then converted to a Purchase Order.

Requisition ~ (510,000 to Formal " Purchase Order
- Solicitation Threshoid) | -

Competitive Solicitation —Begins with an Open Market Requisition, which is converted to a Bid for public

solicitation. Once guotes are obtained, the Bid Tabis opened and vendor is awarded. The Bid Tabis then converted to a

Purchase Crder.

Purchase
Order

Requisition__

Release (Order Against Contract) — Begins with a Release Reguisition, then converted to a Purchase Orgder,

Release Requisition ~ . Purchase Order

Renewal — Begins with an Open Market Reguisition referring tothe associated Purchase Order/Contact. The
Requisitionis converted toa Bidand the Bid Tabis completed with the renewal amount(s). Finally, a Change Order is
created against the original Purchase Order/Contract for the Renewal terms.

Requisition_ . . Bid Tab _| PUDLr._}Eizrr‘l_ge i

Change Order - Begins with an Open Market Requisition referring tothe associated Purchase Order/Contact. The
Requisition is converted toa Bidand the Bid Tabis completed with the change order amount(s). Finally, a Change Order
is created against the original Purchase Order/Contract based on the Change Order terms.

Requisition . . Bid Tab |

PO Change
Order =
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Overview & Outcomes

The State requires purchases and procurements that meet the following criteria to be processed using
BidBuy:

<+ All purchase orders against masters
«» All purchases where soliciting vendors
“» Everything else > $2K

Small Purchases are procurements that are less than the determined threshold limits for the specific
goods or services. Annually, these thresholds are subject to change. Small Purchases $10,000 and
greater will require processing a Bid, Quote and Bid Tabulation in BidBuy. Small Purchases less than
$10,000, the agency may choose to follow the use the Informal Quote on the Requisition or the formal
Bid process in BidBuy.

One-time Professional & Artistic (P&A) Services less than the specified dollar amount are considered a
small purchase, however, all P&A purchases will be processed via the Request For Proposal (RFP)
method due to the requirement to publicize the award to a vendor of a P&A service.

Create Open Market «Complete Tabs and Publish Informal Bid
Requisition and Notify *Notify Vendors

Vendors

«Vendors Submit Informal Quotes

Tabulate and Recommend eTabulate Informal Quote and Recommend Award

Award «Submit Requisition for Approval

«Convert Requisition to a Purchase Order

«Update Tabs
Update Purchase Order [ .submit po for Approval

+Send PO

Create Change Order (CO) |[-Create CO to Attach Executed Contract
to Attach Executed *Submit CO for Approval & Apply the CO

Contract
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Learning objectives and modules:

For Small Purchases, both a Requisition document with an informal quote or Bid, Quote and Bid
Tabulation and a Purchase Order document are used.

R/

“* Requisition: An Open Market requisition is the entry point into the process of making a small
purchase in the system. The Requisition document allows Department Access (DA) or Basic
Purchasing (BP) users to complete the following activities:

o Perform searches for vendors in the Small Business Set Aside Program

Solicit informal pricing from selected vendors (the informal pricing feature on the
requisition)

Review and tabulate price quotes received

Research and select additional vendors if initial quotes are not adequate

Attach a waiver, if needed

Submit a satisfactory response for approval

Convert directly to the purchase order

O

0 O 0O O O

“* Purchase Order: Purchase Orders (PO) originates from an approved Requisition or Bid.
Information from approved Requisitions or Bids can be modified, added to, or removed from the
In-Progress PO. The information can be updated and added to on the resulting Purchase Order.
Upon completion of creating a Purchase Order the user submits the Purchase Order for
approval. After approval, the Purchase Order can be sent to the Vendor.

Create Open Market Requisition

The Open Market Requisition is a request for goods and services and is the starting point for the Small
Purchase procurement method. A Requisition is the entry point into the system that requires the
justification of need and funding source. In addition, it allows for solicitation of informal price quotes
that the vendor, the DA or the BP user may enter.

From the BidBuy Home screen:

Click Documents from the Blue Ribbon
Select Requisitions and then New

BidBuy

Basic "B Uspantment Access  Inqury  Inkamal Aominisieator  Ovganzation Administstor  Vandar Admresteaton

Laura Batson

NIGP 2 | Abo ons Decortes 2 2015 043522057 A QRO BB
Homa |lﬂ. Umants

Requisitians

Home - WS

Complete Tabs

Documents arrange data in a tab structure. The following sections guide the user through each tab.
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General Tab

On a Requisition, as in most documents in BidBuy, the General tab is completed first.

Once the required information on the General tab is entered and saved, a Requisition number will be
automatically assigned and the user can navigate to other tabs.

Fill in all required information on the General tab
Enter general information

Requisition Type should be Open Market. Fields with an Asterisk * are required.

3. Click Save & Continue to save information

New Requisition

General \!’Mdm@s Accounting  Routing  Attachments Notes Reminders ~ Summary

Requisition Number Short Description*: ||
Status: 1RI - Requisition In Progress (When User request is created)  Fiscal Year:
Department®: | TEST - Test Department ~] Organization: State of lllinois
Location®: [TEST - Test Location ~] Solicitation Enabled: ]
Required By Date: [ Entered Date: 0412172016
Requisition Type Type Code:
P-Card Desired: O
Requestor: Aly EL-Dars Purchaser:
Contact: [ty EL-Dars | Contact Phons: - I:l
JA— — Tocon
Estimated Cost: $0.00
Pint Format: *
Agency Reference Number : l |
‘Special Procurement Type: If any yes, please complete and attach the Form or : l—v‘
_Is this an IT Procurement? If yes, please complete and attach the IT Governance Form. :
Q
Copyright © 2016 Periscope Holdings, Inc. - All Rights Reserved.

Requisition General Field Descriptions

Field Name Description

Requisition Number The requisition ID number. This number is automatically generated when
the user selects Save & Continue.

Short Description* Enter a short description to help identify the requisition. Use complete

words, not abbreviations. Start with alpha agency identifier, and then
describe the item to be procured. Use noun, adjectives.

Status The current status of the requisition. The initial status is set to 1Rl —
Requisition In Progress. The status will change automatically as the
requisition is processed.

Fiscal Year The fiscal year associated with the requisition. This is only for current fiscal
year.

Department* Using the dropdown menu, select the department this requisition is for if the
default department displayed is not correct.

Organization Organization is equivalent to your agency. The organization of the
department that the requisition is for.

Location* Using the dropdown menu, select the location this requisition is for, if the

default location is not desired.
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Required By Date Enter the date the items on this requisition is required or use the calendar
icon to select the date.

Entered Date The date the requisition is created. This field is automatically generated and
cannot be edited.
Requisition Type Using the dropdown menu, select the requisition type — select Open Market.

Sole Source, Small Purchase, Emergency, etc. originate as an Open Market
Requisition, if items are not on a master blanket.

Type Code Using the dropdown menu, select the Type Code. The Type Code is
administrator-defined and maintained in BidBuy. This will not populate until
the requisition type is selected. Types are:

Commaodities

Employee Benefits

Equipment

Facilities

General Services

Health & Medical Services

Information Technology

Pharmaceuticals

Telecom

Artistic or Musical Services (Exempt)
11. Construction or Construction Related Services

Requestor The name of the user who created the Requisition. The user cannot edit this
information.

Purchaser Using the dropdown menu, select the purchaser for the requisition if there is
no default or the default is not desired.

W NGO EWDNRE

[EEN
©

Contact Enter the contact person’s name for the requisition.

Contact Phone Enter the contact person’s phone number for the requisition.

Estimated Cost The estimated cost for the requisition. This field is calculated by BidBuy and
cannot be modified by the user.

Print Format* The print format used for print of the requisition.

Custom Columns Any fields visible on the screen that are not referenced in this manual or the

online help, may be custom columns or fields created and maintained by the
Internal or Organization Administrators. For additional information on those
fields, reference the Custom Column Quick Reference Guide.

Items Tab

Enter items into the Requisition by selecting either Search Items or Add Open Market Items. The user
would Search Item if it is known the item was purchased in the BidBuy system in the past. If not, the
user would Add Open Market Items and create from scratch.

Items Tab: General
The items tab, general subtab contains the item information. Each additional subtab contains additional

information that can be associated to specific items.

Select General sub-tab
Add items using Search Items or Add Item

R/
0‘0
R/
0‘0

General | Items

Vendors Address Accounting Routing  Attachments(1) MNotes Reminders Summary

) vendors Adiress  Accounting  Notes

‘ There are no items. Please click ‘Search tems’ or "Add Open Market tem’ below to add an item

Search ltems Add Open Market ltem



Add Items to Requisition using Search Items

1. Click Search Items

General | Items | \endors Address Accounting Routing Attachments(1) Notes Reminders Summary

m\f&r\durs Address  Accounting Notes

| There are no items. Please click ‘Search Items’ or "Add Open Market Iltem’ below to add an item.

o | searchitems || Add Open Market Item

7. Enter search criteria in screen below
3. Click Find It

Search Using: | | | Find It

Advanced Search=

Search Using: | ALL of the criteria ¥

Search Fields: ppoa |

| Header Description | |
Item Description | | Vendor Name | |

tomType v

NIGP Class [
NIGP Class Item | v |
Commodity Code | lQ

Cooperative Purchasing | |
Favorites L

Result Type:

e| Find It I| Clear |

| AddtoReq&Exit || Cancel & Exit

4. Select item to add
5. Enter a value for Quantity
6. Click Cancel & Exit to cancel selections
7. Click Add to Req & Exit to save items to the Requisition
Open Market Requisition 16-AGENCY-TESTO0-R-385 - Search Items Status: 1RI - In Progress
Search Using: [ it Find It ]
Advanced Search =
Open Market Results
[ |
Search By: 1
Any Price
Select Quantity Item Description Unit uom Vendor Name Class PO#/Line #
* Uptosz(z) Price Class tem
Any Vendor Water Bottles for DCFS foster $0.50 EA - Each Eatsnnr - 0000034 /
- Batson Enterprises (2) care Enterprises - 1
393 - FOODS: STAPLE GROCERY AND GROCER'S
O o | pomaces D |Cioe |ammmes | WSCELWEOUSTEMS b
— (7 B 6 |
[ AddtoReq&Exit |[  Cancel&Exit |
Copyright © 2015 Periscope Holdings, Inc. - All Rights Reserved
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8. Click Save & Continue to save changes

General | Hems | PaicoaTs  Vendos  Rasponmas  Address  Routp  ATacmens  Noiss  Reminows  Summan

[ cenre [

sy [z ] [ sonommre ]

Memz  Print Hem Desaription Total Detets
tequsnoe cast
Quanttty Uit et (L] Total Tax Tax Freight D
cost s Disoount Fsle Amount
Cost Amt.
1 Fosk San F1000.00 O
£1.000.00 £1.000.00 TOM - Tom 000 000 000
Toral | §1000.00
(1] Cmenuse,

e| ey | p— | pp———

Add an Open Market Item

An Open Market Item is an item created from scratch. Creating an item with quantity and unit cost
generate an estimated total cost.

1. Click Add Open Market Item

General | Items | Vendors Address g Routing 1) Notes Summary

m\kndors Address  Accounting Notes

| There are no items. Please click ‘Search ltems’ or "Add Uﬁrk&t Item’ below to add an item.

Searchitems || Add Open Market item |

Enter item information

2.
® See Requisition General Field Descriptions Table. All fields with an Asterisk * are required.

3. Click Save & Add New to save item and create another new item

4. Click Save & Exit to save item to Requisition and return to Requisition screen (can add additional
items later)

5. Click Save & Continue to save with option to continue entering this item’s details

6. Click Reset to clear all fields
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Click Cancel & Exit to end the process for creating an item

Open Market Requisition 16-AGENCY-TEST-R-333 ety
Ganers |m; |'u'e'\nas Aress  Accoutng Routeg ASshmanm Notes Reminge Summar
mwmrs Address  Acoounting  Modes
s e
Prin: Sequence” Bem Sians: 1R - I Frogress
Desorgon - Q)
‘Guanttty Uit Cost et Uit Cost vom Disoount 3% Total Disoount Ami.
= ]
Tox Fane:
NIGP Class: | | | vlo. Tax Aot
it i =
Exsangad Amot

— E—
. E——
e N—

- L]
© 0 00 o

Sawe &Aoo Mew Cancel & B

Requisition Item Field Descriptions

Item #

Print Sequence*

Item Type

Item Status
Description*

Quantity
Unit Cost

Net Unit Cost
Uuom

Discount %

Total Discount Amt.

14| Page

The order in which items are entered and are sequentially listed by BidBuy.
This field cannot be modified by the user.

The order in which the items will be displayed. The item # is the default
value for this field. The user can change this field if the print sequence
needs to be different from the item number sequence.

The user can select Normal or Narrative as the type. Selecting Narrative will
make it a non-item addition where the user can type in text to appear on the
purchase order.

The status of the item on the Requisition. Status is “In Process” at this point
The description of the item as defined by the user. Use complete words, not
abbreviations. Start with NIGP description, then add more detailed
information.

NOTE: This is a searchable field for blanket contracts using Quick Buy. Use a
searchable description and include any keywords that might assist future
buyers.

The Quantity of the item being requested. The user can type the amount of
the item that is needed. The default value is zero.

An estimated unit cost per item.

Net unit cost per item is the Unit Cost — Discount % amount for unit cost.
User selects a unit of measure from the drop-down menu. Reference
Appendix A: Unit of Measure Descriptions, page 80

Used if there is a percentage discount applicable to the item.

The Total Discount Amount, based on the Discount %. This value is
calculated automatically by the system based on the Discount % value



Total

NIGP Class*
NIGP Class Item*

Commodity Code

Freight
Extended Amount

Manufacturer
Brand

Model

Make

Packaging
Custom Columns

entered by the user. The value will not appear until the user tabs out of the
Discount % field. The user can also manually type in a discount amount
without entering a Discount %. The value must be negative for it to be
deducted from the total.

The Total Cost before tax. This value is calculated automatically. The
formula used is: (Quantity x Unit Cost) — Total Discount Amount. The user
cannot edit this field.

The three-digit Class Code associated with the item. Class Codes are listed
on the pulldown menu in alphabetical order or through the search feature.
The two-digit Class Item associated with the item. Class items are listed on
the pulldown menu in alphabetical order or through the search feature.
Completes the full 11-digit NIGP code

The amount of Freight applied to this item.

The Total Extended Amount of the item. This value is calculated
automatically. The formula used is: Total + Tax Amount + Freight. The user
cannot edit this field.

Optional field.

Optional field.

Optional field.

Optional field.

Optional field.

Any fields visible on the screen that are not referenced in this manual or the
online help, may be custom columns or fields created and maintained by the
Internal or Organization Administrators. For additional information on those
fields, reference the Custom Column Quick Reference Guide.

Items Tab: Vendor

This vendor section allows the user to add a vendor to specific items. To add a vendor to all items, go
the main Vendors tab for the requisition.

Apply vendor to single item

1. Select Vendors sub-tab

2. Select drop-down to assign preferred vendor

® Only the vendors added to the main Vendor tab appear in the drop-down.

3. Select the item
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4. Click Save & Continue

Open Market Requisition 16-AGENCY-TEST-R-457

General | Mems | Vendors Address Accounting Routing Aftachments(1} Notes Reminders Summary

Status: 1RI- In Progress

o EETIE0 soess accouning  Notes

tem Vendor Validation Warnings

« ltem#2, 3: No vendor, and there is no recommended vendor at header level

Item # Description Recommended Vendor

Salt- Ice Control [ v e

Saltfor lce Control small bags \ v‘

Recommended Vendor v| [Aspyiossecsd | [ AppiytoAlitems |

g Save & Continue

Copyright © 24 ‘eriscope Holdings, Inc. - All Rights Reserved.

Apply multiple items to a vendor

Select items to apply to selected vendors
Select drop-down to assign preferred vendor
Click Apply to Select Items

Repeat steps 1 & 2 as needed

Click Apply to All Items

Click Save & Continue

oOUusEWN R

Open Market Requisition 16-AGENCY-TEST-R-457

General | ltems | Vendors Address Accounting Routing  Attachments() Notes Reminders Summary

Status: 1RI - In Progress

General m Address  Accounting  Notes

Item Vendor Validation Warnings

« ltem # 2, 3: No vendor, and there is no recommended vendor at header level

Tiem # Description Recommended Vendor

2 Salt- Ice Control

\
3 Saltfor lce Control small bags 9 e I v
o,‘ v e Rl o

‘Save & Continue

Copyright ® 2016 Periscope Holdings, Inc. - All Rights Reserved

Select All

Items Tab: Address

This tab allows the user to select shipping and billing addresses for specific items. To assign shipping

and billing addresses for all items go to main Address tab.

1. Select Items tab, then Address

@ Default address information from the item master displays.
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2. To change Ship-to or Bill-to-Address, click Q_

to search for new address

Open Market Requisition 16-AGENCY-TEST-R-457

Genera\‘nems Vendors Address  Accounting  Routing  Aftachments(1) Notes Reminders Summary

Status: 1RI - In Progress [

coera Ommwmmg ot

Item # Description Ship-to

Address.

2 Salt- lee Control TEST - Test Address Suffix

Stration Gffice Building
401 S. Spring Street
Springfield, IL 62706
Us

Email: test@periscopeholdings.com
Phone: (565)555-6555

3 Salt for Ice Control small bags TEST - Test Address Suffix

Stration Gffice Building
401 S. Spring Street
Springfield, IL 62708
us

Email: test@periscopeholdings.com

Phone: (555)555-5555

Ship-to Address: QU [Fopy o 5ekcied

Apply to Al liems

| [[ResetSelected to Header

Bill-to Address:

Q[ Aepl to Sekected | [ Applyto Allltems | [ Resat Seleciad to Header |

3. Enter Search Criteria or browse by letter

4. Click Find It
5. Select a new address
6. Click Select to update address

Search Using: | A| | ofthe criteria *
Search Fields: pepartment 1D Department Name
Department Suffix ID Department Suffix Name
Location ID Location Name
City County
Browse by’ ABCDE HIJKLMNOPQRSTUVWXYZ
[ Find It I Clear ]
Select Degartment Department
D Name
123456720 Administretive Operstions ADO
TEST Property Management Q0002
TEST Proparty Mansgement TEST
©  TESTI2 Informtion Senvices TEST2
TESTI2¢ Test124 1481

| Savedvontinue |

(6]

Save & Continue:

Department
Suffix
D

Bill-to
Address.

TEST - Test Address Suffix
Stratton Office Building

401 S. Spring Street

Springfield, IL 62706

us

Email: test@periscopeholdings com
Phone: (555)555-6656

TEST - Test Address Suffix
Stratton Office Building

401 5. Spring Street
Springfield, IL 62706

us

Email: test@periscopeholdings.com
Phone: (§55)555-5555

Department
Suffix
Name.

Administretive Gperstions

Test 02

Test Addrass Suffic

TESTO2

TESTI224

Select

Close Window

it B 118 Parisrnns Halrinns_Ine o 41l Binnts Razansd

Select item(s) to change address (Ship/Bill To Address)
Click Apply to Selected to apply changes to only selected items or click Apply to All Items to

apply changes to all items

Select
Al
{2
Q
Address Info

Strstton Office Buiding
4015 Spring Strest

Springfield, IL 62705

us

Email: test@peniscopehokings.com
Phone: (555)555-5555

Conta
Address Line 1

Gity, TX 55555

us

Emsil: test@@test com
Phone: (555)555-5055

Stratton Office Buiding
401 5. Sping Street
Springfield, IL 62705
us

Emsil: test@periscopehoidings.com
Phone: (555)555-5555

Strstton Office Buiking

401 5. Spring Strest

Springfiek, IL 62708

us

Emsil: test@periscopehoidings.com
Phone: (555)555-5555

Craig TEST
123 ABC Strest
Springfiekd, IL 62705

us
Emsil: croig.
Phone: (217)28:

Click Reset Selected to Header to reset all addresses to default from Address Master
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10. Click Save & Continue to save changes and continue

Qe Market Reuiisition 16,AGENCY TEST R J57

Open Market Requisition 16-AGENCY-TEST-R-592

General Iltems ‘endors Address | Accounting | Routing ftach it Notes Reminders  Summary

Siatus dBl o Diony

Status: 1RI - In Progress Ia

Total Extended Amount = (50000.00 Unapplied Distribution Ameunt = 50000.00

Delete  Fiscal SpeclaIF'rDcuremenf* EluﬂgetF\f" Fund® Agem:y* Orgrl:lw* Line/Maj Obj
Al Year *

Seq Seq Percent Dollars
Prefic®  Suffix®

| |l |l | ]l | ][] woo | looo

Will Federal Funds be used? : Will a Grant Funding Source be used? :

Agcount Code: | Q o

Tetat .o | '[o.00

o If using Save Based on Dollars, entered dollar amounts may be adjusted during Rebuild for All [tems to ensure proper item account transactions.

Save Based on Dollars || Save Based on P || Rebuid for anlitems | | Reset

Iltems Tab: Accounting

The Item’s Accounting sub-tab allows the user to enter accounting information for specific items. To add
the same accounting information to all items, go to the main Accounting tab for the requisition.
Accounting information that is entered on the Requisition is carried over to the converted PO and is
mandatory. The Requisition will not proceed to approvals unless this tab is filled correctly.

1. Select Accounting sub-tab

@ Accounting defaults based on user defaults or if the main Accounting tab was populated.

2. Select Item # to update accounting information

Open Market Requisition 16-AGENCY-TEST-R-457

General | Items | Vendors Adoress  Accountng  Routing  Attachments(1) Motss  Reminders  Summary

Genral Vendors om Notes

Account Validation Errors

- Accounting distribution is missing and required

llem #

e 2 (0.0%  Less than 100% ) Salt - Ice Control

3 (0.0%  Less than 100% ) Satt for lce Control small bags

(Account Distribution)item Description Select All

Delete Selected | | Delete Al Il Reset

Copyright ® 2016 Periscope Holdings, Inc. - All Rights Ressrved

Add Account Code

. Click Qto search for Account Code
Enter search criteria or Browse by: letter
. Click Find It

. Select Account Code
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5. Click Select

Lookup Account

Search Using: | Al | of the criteria ¥
Search Fields: Account Code Description
Browse by: ABCDEFGHIJ MNOPQRSTUVWXYZ
0123456789 O
| Find It Il Clear |
Select Fiscal AccountCode W

4]

2016
2016
2016

2016

PURCHASE OF CARE-2016-09%9-995-58-1900-00-00

NOT APPLICABLE-2016-0999-999-95-1500-00-00

FARM LEASE/CONCESSION-2016-0696-5959-05-1500-00-00

EMERGENCY-2016-0995-995-95-1900-00-00

ARTISTIC OR MUSICAL SERVICES-2016-0898-585-55-1800-00-00

Description

AGENCY TEST ACCOUNT 4
AGENCY TEST ACCOUNT 1
AGENCY TEST ACCOUNT &
AGENCY TEST ACCOUNT 3

AGENCY TEST ACCOUNT &

ANTICIPATION OF LITIGATION-2016-0999-595-55-1500-00-00 CjEN CY TEST ACCOUNT 2

Select

1 Close Window

Available Maximum
Dollars Dollars
50.00 30.00
S0.00 50.00
S0.00 50.00
50.00 50.00
S0.00 50.00
50.00 50.00

Pre-Encumbered Encumbered Expended
Dollars Dollars Dollars
50.00 50.00 50.00
S0.00 S0.00 S0.00
S0.00 50.00 S0.00
50.00 50.00 50.00
S0.00 50.00 S0.00
50.00 50.00 50.00

Budnet
Dollars

50.00

$0.00

50.00

50.00

50.00

50.00

6. Click Save Based on Percentage — to save based on dollar amount entered or click Save Based
on Dollars — to save based on a percentage

Open Market Requisition 16-AGENCY-TEST-R-418

Status: 1RI - In Progress  [2]

General | ltems | Vendors  Address g Routing Notes  Remind Summary
General Vendors Address Notes
Item #2: State Sweat Pants.
Delete All  Fiscal Year  Chart* Fund* Org* Aceount* Program* Activity Location Extended Account Percent Dollars
Code
C P&A State 01 01 01 01 100.0 0.00
Will Federal Funds be used? : v
Account Code: Q
Total: 0.0 0.00
Go to after Save: Copy Accounting From Item # Header v Copy
Current Page O
| Save Based on Percentages | | Reset || Cancel&Exit |
.
Items Tab: Notes

This notes section allows the user to add notes to specific items. To add notes to all items, go the main
Notes tab for the requisition.

Select Notes sub-tab

19| Page




Click Item # to add notes to that item

Open Market Requisition 16-AGENCY-TEST-R-457

General | Iltems | “fendors Address  Accounting  Routing Attachments{1) Meotes Reminders  Summary

General Vendors Address AccounO

Item # [Note Count) Item Description

(%]

(0} Sakt - lce Control

(2]

[[F]

(D) Sakt for lce Control small bags

Copyright & 2016 Periscope Holdings, Inc. - All Rights Reserved.

Create Item Notes

Enter notes content

Click Reset to reset screen display before saving

Click Save & Continue to save notes and continue adding more notes
Click Save & Exit to add note and exit to Requisition

Click Cancel & Exit to exit without saving

Open Market Requisition 16-AGENCY-TEST-R-457

General ‘ Items | “endors  Address  Accounting  Routing  Aftachments(1) Motes Reminders  Summary

General Vendors Address Accounting

Item #2: Salt - lce Control

Delete All MNote Date User

Note
| Save & Continue | | Sawve & Exit I Resst Il Cancel & Exit |
Copyright @ 2016 Periscope Holdings, Inc. - All Rights Resenved.

The vendor tab allows users to lookup vendors, record informal quotes from vendors, recommend
vendors and delete vendors.
Select Vendor tab

Open Market Requisition 16-AGENCY-TES T-R-457

@ﬁm ribs fcnring Sty Attt it e Sy

Status: 11 In Progress

Look up vendors

Click Lookup & Add Vendors at the bottom of the Vendor tab page
Enter search criteria | Lockup & Add \endors |

To browse use Browse By and click on letter or numeric entry
Click Find It
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5. Click Clear to restart search from scratch
6. Click Close Window to return to previous screen

Search Using: [ALL of the criteria e

[ Find It [ Clear |

i -
e Search Fields: Vendor ID | Vendor Name ]

VendorTaxlD  [eessessss Show [ | Vendor LegalName[ |
Vendor Keyword Alternate ID [ |
ZIP Code County 1

State ~
["] Emergency Suppliers
NIGP Class ~]
NIGP Class ltem ~
NIGP Keyword
Federal Tax Classification ~
Individual -
Ethnic Origin =
Asian / Pacific Islander -
Gender =
Female Owned
Veteran ~
Veteran Ovned
Type of Firm ~
Broker v
Annual Gross Sales S

< 5500,000 v
Number of Employees ~
Lessthan15

Are you prequalified with the CDB? ~
Yes, prequalified with the Capital Development Board

Are you lllinois BEP Certified =
Minmi; Owned ~

Are you Veteran Owned Business Certified? Py
Veteran Owned Business ~

Are you a State Use Program Vendor? ~
Yes

IPG Flags ~
Yes

Are you an active vendor in the lllinois Procurement Gateway ~
Yes - Prime ~
Are you Small Business Set Aside Certified? =
Yes

Information Certification

L 1 certify thatthe i ion provided is accurate and true
Browse by: ABCDEFGHIJKLMNOPoTUVWXY
012345678810
[ Find It [ Clear | o

Close Window

Copyright © 2015 Periscope Holdings, Inc. - All Rights Reserved.

7. Select radio button next to Vendor ID
3. Click Add Vendor

Sabect Vessdor 1D Venlor s ll-.r- Last PO Dase Last Bidl Dase Adidrens City St Conact Name: Phame.
o VeSOUS  Mary Test3 RR4 pleadity “ Callia the Dog (asas et
o V00150 Mary Test3 -. any H Crip the Dog aupmam
o VOUE  Mary Tt Seipi Rz Lonan o Mary Test sassassas.
o) Ve0S00150  Marys Fizza and Pub 321 Main Stast Baih n Maely Daluna IRz
o V0151 Mary's Day 585K Leo Averue Springhehd L Misry Hamsebman 7T

o 00000059 Maryanis Mossisrs. 21,2015 1234 Main 51 Ausin ™ Maryann Goe. (5B51585-5555
o VEOIY e Heokh Systems LD 72T Lee De Fareat O Columbia uo ke Heme: [rrrety
o VOOO7I Wemhii Services 221 Viest Waches Dive Chicago n Tom Metsughin Bz
o 0000073 it est k) e L micky mouse s
o) 00000017 i business 123 siae syt springield L it o 21753363
o 00000008 KM Consuling nc 2916 noth citten ava aiago L [ — risisms
o 00000035 KM Consuling.nc 20,208 2096 N Caon Awe. Chicage x Fuchand Cumning Trys1s a2
o 00000014 MPD Bulder 123 Ao e Eign x Dana OBicen rrysss 1212

Cagpight© 2015 Piscopn Hokdings tnc -l Bighn Ranareed

Update vendor setting

Select Delete button to delete vendor

Select drop-down to select the vendor address

Click Recommended to indicate the vendor as recommended
Select vendor options for Informal Quote

1
2
3
4
(D See Requisition Vendor Field Description Table. All fields with an asterisk* are required.

5. Publish Informal Bid on Web must be checked in order to enter quotes
6. Enter Informal Bid Dates
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7. Click Save & Continue

Open Market Requisition 16-AGENCY-TEST-R-452

Status: 1RI - In Progress

Genersl hems | Vendors | Addess Accounting Reuting  Attschments(1) MNotes Reminders Summary

Vendor Validation Warnings

* Mo recommended vendor.

* ftem # 1: No vander, and there i no recommended vendor st hasder evel

Delete All Vendor 1D

1

00000006

Alternative ID

Puibiish Informal Bid On Webl
Show Uit Prices to Vendors
Allow Viendor to Change Quantity
) Allow Vencor to Change UOM
Select bidder participation
O Unrestricted informel bid, sll vendors can view end respond
' Restricted informal bid, only selected vandors can view and respond

Informal Bid Date Section

Vendor Name

Srock Rules, Inc. Email

Bkl Ending Date*(MNVDDIYYYY HH:MM:SS AM or Ph)

Bid Availeble Date:(MM/DDAYYYY HH:MM:SS AM or PM)|

Purge Date: (MM/DDIYYYY)

Preferred Delivery Method Vendor Remit-to Address.

Add New Address

Remit Address(default) - Mr Austin 426 W Belmant 1104 Chicago, |
Wr Austin
420 W Beimont 1104
Chicago, IL 80657
us
Email. brock fotis@cstconsut.com
Prane: (7347087471
I 253

812 (3 3

7

| Seve & Continue | | Lookup & Add Vendors | | Print

@ Once information is saved, a new option appears to Notify Vendors.

Requisition Vendor Field Descriptions

Vendor Remit-to Address

Recommended

Informal Quote

Publish Informal Bid On Web

Show Unit Prices to Vendors

Allow Vendor to Change
Quantity
Allow Vendor to Change UOM

Unrestricted informal bid, all
vendors can view and respond
Restricted informal bid, only
selected vendors can view and
respond

22| Page

Is default by vendor selection. This can be updated to a different address if
that vendor has added additional addresses on their vendor profile.

The vendor has been identified as recommend for this requisition. This is an
optional step and informs the buyer, on the Purchase Order, that the vendor
is recommended by the requestor to supply the goods or services.

State will use informal quotes for Open Market Small Purchases off a
Requisition when applicable.

Allows the informal quote to be viewed by vendors online. Informal quotes
enable requestors to reach out to vendors for pricing and to attach vendor
specific information to the requisition. This is not the formal bid process,
rather an informal method to obtain quotes from vendors.

Passes the item prices from the Requisition item to the vendors on the
informal quote.

Allow the vendor to change the quantity of items on the informal quote.

Allow vendor to change unit of measure for delivery of PO items. For
example: the user wants 12 cases with 12 bottles per case. Vendor has 24
cases with 6 bottles per case. Reference Appendix A: Unit of Measure
Descriptions, page 80.

Allow all vendors to view and respond to informal quote when published.

Allow only selected vendors to view and respond to informal quote when
published.




Bid Ending Date*

Gives the vendor a deadline for informal quote submittal.
Bid Available Date

Date the informal quote is visible to vendors. Once this date and time
passes, the vendors will be able to see the Informal quote online. The
Requisition can still be “In Progress” and posted online.

@ Notify Vendors is only completed if the State wants vendors to enter a quote themselves. If

the State enters the vendor quotes, this is not necessary.

Address Tab

The Requisition Address is auto filled by the default for the users’ setting on Ship-to Address and Bill-to

Address. Typically, this would not be changed on the PO because it's the Requestors Address, not the
Buyers.

1. Select Address tab

2. To change Ship-to or Bill-to-Address, click Q. to search for new address

Open Market Requisition 16-AGENCY-TEST-R-457
General  Items Ve Address | Accounting  Routing  Attachments(2) Motes  Reminders  Summary
Ship-to Address Bill-to Address
TEST - Tesl Address Suffix lq e TEST - Test Address Suffix la 9
Stratton Office Building Stratton Office Building
401 S. Spring Street 401 §. Spring Street
Springfield, IL 62706 Springfield, IL 62706
us us
Email: test@ periscopeholdings.com Email: test@ periscopeholdings.com
Phene: (555)555-5555 Phone: (555)555-5555
| Save & Continue ‘ | Apply Ship-te te All ltems ‘ | Apply Bill-to to All ltems

Copyright @ 2016 Periscope Holdings, Inc. - All Rights Reserved

3. Enter Search Criteria or leave blank to receive all addresses
4. Click Find It

5. Select a new address
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6. Click Select to update address

Open Market Requisition 16-AGENCY-TEST-R-592 Status: 1RI - In Progress (=]

General Items ‘endors Address | Accounting | Routing Attachments MNotes Reminders  Summary

Total Extended Amount = |50000.00 Unapplied Distribution Amount = |50000.00
Delete  Fiscal Special Procurement® Budget Fy* Fund™® Agency®  OrgDiv*  LineiMaj Obj Seq Seq Percent Dollars
Al Year * Prefix* Suffic®
100.0 0.00
Will Federal Funds be used?: | No ¥ | Will a Grant Funding Source be used?: |[No ¥
Account Code: Q O
Totat 00 0.00

o If using Save Based on Dollars, entered dollar amounts may be adjusted during Rebuild for All ltems o ensure proper item account transactions.

| Sawve Based on Dollars || Save Based on Py | | Rebuild for All ltems | | Reset

O\ Select |[ CloseWindow |

7. Click Save & Continue to save changes and continue
8. Click Apply Ship-to to All Items — to apply changes to ship-to to all items on Requisition
9. Click Apply Bill-to to All Items — to apply changes to Bill-to to all items on Requisition

General Items Vendor | Address | Accounting Routing Attachments Notes Change Orders  Reminders  Summary
Ship-to Address Bill-to Address
TEST - Test Address Suffix Q TEST - Test Address Suffix Q

Stratton Office Bullding
401 S. Spring Street
Springfield, IL 62706

Stratton Office Building
401 S, Spring Street

Springfield, IL 62706
us us

Email: test@periscopeholdings.com Email: test@periscopeholdings.com

Phone: (555)555-5555 O OFhone‘ (555}555755@

Save & Continue | ‘ Apply Ship-to to All items | ‘ Apply Bill-to to All ltems

Copy(ghl © 2015 Periscope Holding_s Inc. - All Rights Reserved.

Accounting Tab
This is accounting information for all items. To itemize accounting for individual items, go to Items tab
and select Accounting sub-tab.

Click @ to search for Account Code
Enter search criteria or Browse by: letter
Click Find It

Select Account Code

Click Select

e wN e
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Lookup Account

Search Using: | a) | of the criteria ¥

e Search Fields:  pccount Code | Description
Browse by: ABCDEFGHIJéMNOPQRSTUVWXYZ
0123456789
I [ Find It I Clear |
Select  Fiscal AcconntCode"v Description Available Maximum Pre-Encumbered Encumbered Expended Budget
Year Dollars  Dollars Dollars Dollars Dollars  Dollars
0 (@] 2016  PURCHASE OF CARE-2016-0998-995-98-1500-00-00 AGEMCY TEST ACCOUNT 4 $0.00 S0.00 $0.00 $0.00 $0.00 50.00
(=] 2016 NOT APPLICABLE-2016-0995-995-99-1300-00-00 AGEMNCY TEST ACCOUNT 1 $0.00 S0.00 50.00 $0.00 50.00 50.00
(8] 2016 FARM LEASE/COMCESSION-2016-08%9-559-%9-1500-00-00 AGEMCY TEST ACCOUNT & £0.00 80.00 £0.00 £0.00 £0.00 50.00
(=] 2016 EMERGENCY-2016-0%99-955-95-1500-00-00 AGEMCY TEST ACCOUNT 3 $0.00 30.00 50.00 $0.00 50.00 50.00
Q 20ME6  ARTISTIC OR MUSICAL SERVICES-2018-0999-999-95-1900-00-00 AGEMNCY TEST ACCOUNT S $0.00 S0.00 $0.00 $0.00 $0.00 50.00
(=] 2016  ANTICIRATION OF LITIGATION-2016-099%-559-9%-1500-00-00 GENCY TEST ACCOUNT 2 $0.00 $0.00 50.00 50.00 50.00 50.00

[ Select |[ Closewindow |

6. Click Save Based on Dollars — to save based on dollar amount entered, or
7. Click Save Based on Percentages — to apply changes and save based on percentage entered

8. Click Rebuild for All Items — to apply accounting to all items

@ If the Rebuild for All Items is not completed, a Requisition cannot be submitted for approval

and conversion to a PO.

Open Market Requisition 16-AGENCY-TEST-R-592 Status: 1RI - In Progress (=

General Hems ‘endors Address | A il Routing Motes i Summary

Total Extended Amount = |50000.00 Unapplied Distribution Amount = (50000 00

Delete  Fiseal Special Procurement® Budget FY* Fund® Agency®  Org/Div*  Line/Maj Obj Seq Seq Percent Dollars
Al Year * Prefix®  Suffie®

O

o PURCHASE OF CARE | 2016 [ foses  jses | es  [[iso0 oo | oo | [100.0 | |p.oo

Wiill Federal Funds be used? Will a Grant Funding Source be used? :

Account Code: |PURCHASE OF CARE-2016-0995-999-99-1900-00-00 | Q

Tetak: (0.0 | [p.0o

a If using Save Based on Dollars, mmm»@m@mm@ammp@mm

| save Based on Dollars || Save Based on P || Rebuid for Alltems ||
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Requisition Accounting Field Descriptions

Custom Columns Any fields visible on the screen that are not referenced in this manual or the
online help, may be custom columns or fields created and maintained by the
Internal or Organization Administrators. For additional information on those
fields, reference the Custom Column Quick Reference Guide.

Routing Tab

The routing that a Requisition must follow for approval is determined by the applicable approval paths.
The approval path for the Requisition is displayed on the Routing Tab. This tab remains blank until an
approval path is determined when the Requisition is submitted for approval.

Requisition Routing Field Descriptions

Approval Path (header) Approval Path ID of applied approval.

Order Sequence Approval sequence of the approval.

Approver The name of the approver.

Alternate Approver The name of the alternate approver(s) associated with the approver.

Level The level of the approver (the lowest level approves the Requisition first).

Date Requested The date the approver was sent notification to approve the Requisition.

Date The date the approver approved, disapproved or cancelled the Requisition.

(Approved/Disapproved/Cancel

led)

Action The approval action taken by the approver: approved, disapproved or
cancelled.

Comment The comment entered by the approver during the approval process.

Attachments Tab

Both files and forms can be attached for the agency or for the vendor. This tab allows the Agency to
attach Files and Forms. All forms, templates and documents related to the procurement should be
attached and/or maintained in BidBuy. The information contained within the BidBuy system along with
all documents becomes the official procurement file. Agencies should also maintain any records in
accordance with its records retention policies. Please see Appendix B for the list of files and forms
related to this procurement method.

Attaching files to the BidBuy documents is a useful way to include specifications or other guidelines
pertaining to the procurement. The user can attach multiple files, such as documents, spreadsheets,
memoranda, etc. and can use the Attachment Tab to upload the files.

Adding Forms displays the Add Form button that allows the user to attach predefined published forms.
Only those forms that are published for the organization (agency) with the specific document type and

specific user role can be attached to the specific document.

For form and file information from CMS and the CPO-GS, see the Attachment Appendix.
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Attachments Tab: Agency

1. Under Attachments, select Agency tab
2. Click Add File

General ltems Vendors Address Accounting Routing | Attachments | Notes Reminders  Summary
o Agency(0) [CUCHU]

Files

o Click Add File to add file attachments.

No File Attachments

Forms

o Click Add Form to add form attachments,

No Form Attachments

o [ Add File I Add Form

Add Agency Attachments to Requisition

Add file Name and Description

Click Choose File to browse the computer for a file

Click Search File to search in the repository for a file — Not used by the State
Click Save & Exit when done with loading the file

Click Save & Continue to save changes made and remain on the same screen
Click Reset — to reset display and start from scratch

Click Cancel & Exit to exit without adding any files

LN AW

Add File

o Name is the display name for the file that will appear where attachment repository files are displayed. It can be different from the name on disk and can contain alpha
characters up to a maximum length of 200.

e Name™®: |
|

Description: |
File™: Choose File | No file chosen
Location: e agency o o e 0

Save & Exit | | Save & Continue | | Reset | | Cancel & Exit |

Copyright @ 2016 Periscope Heldings, Inc. - All Rights Reserved.

Add Agency Forms to Requisition

1. Select Agency tab

2. Click Add Form
General ltems ‘/endors  Address ting  Routing Motes i Summary
@

o Click Add File to add file attachments.

No File Attachments

€ Click Add Form to add form attachments.

No Form Attachments

Add Flleo [ Add Form

3. Enter search criteria
4. Click Find it to find form
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5. Click Clear to restart search
6. Click Exit to exit

Search Forms

Search Using:  |A|| ofthe criteria ¥

Search Fields:
First Name

Form Title

O

Find It ||

Last Name

(5]

Clear

Results

7. Select radio button for Form Title

(6 | Euit

Copyright © 2016 Periscope Heldings, Inc. - All Rights Resensed.

8. Click Edit & Attach Form to edit form and attach to Requisition
9. Enter form information, then click Save and Exit buttons

History | Bacxgrouna

Search Forms

Search Using:

Search Fields:
First Name Last Name
Form Title

| Find It Il Clear |
Results
Select Form Title Form Description
. Emergency Purchase Affadavit Declares an emergency purchase has been made

State of Il Contract Value Total Contract

O ©O

Attach Form |l

ALL of the criteria ¥ O

Edit & Attach Form

Impact i Praject s Not € ompleisd

Special Conditon Justfication

Diane O'Brien 121442015

I Cancel & Exit

Copyright © 2016 Periscope Heldings, Inc

- All Rights Reserved.

10. Click Attach Form to Requisition

Update Agency Attachments

Attachments can be added and deleted. To update a specific attachment, you need to update the file
outside BidBuy, then delete the old one and add the new one.

1. Select Show Vendor to show to all vendors
2. Select Delete to delete attachment
3. Click Save & Continue to save changes
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4. Click Name to update Description or download attachment

Open Market Requisition 16-AGENCY-TEST-R-457

General Items Wendors Address  Accounting Routing | Attach Notes R ol Summary
LUEETPAN Vendor(0)

Status: 1RI - In Progress

Show

Name Description Vendor Attached By Attached Date

Delete
Test128 Test128 o @ Laura Batson 0111012016 9 2]

Show
Name Description Vendor Attached By Attached Date Delete
Emergency Purchase Affadavit o Declares an emergency purchase has been made 2] Laura Batsen 01/11/2016 (0]
| Save & Continue || Add File | ‘ Add Form ‘
Copyright @ 2016 Periscope Holdings, Inc. - All Rights Reserved.
5. Update Description
6. Download file, click
7. Click Save & Exit
Attachment File Detail: Test Document
Name®: Test Document
Description: |Test Document
File: é Test Document~1.docx
Locaticn: agency
Size: 11,366 bytes Last Modified On Disk: 0D1/06/2016 04:12:34 PM
Uploaded: 01/06/2016 04:12:34 PM 0 Uploaded By: Laura Batsen
| Save & Exit H Save & Continue ‘ | Reset || Cancel & Exit

Copyright @ 2016 Periscope Heldings, Inc. - All Rights Reserved

@ Other information must be updated by deleting and adding a new file.

Update Agency Forms

Forms can have multiple versions. If anything is added to a form, it then becomes the primary form.

Select Show Vendor to show to all vendors
Select Delete to delete form

Click Save & Continue to save changes
Click Name to view and modify form

el
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Open Market Requisition 16-AGENCY-TEST-R-457 Status: 1RI - In Progress

General  Items Vendors Address  Accounting Routing | Attachments | Notes Reminders  Summary

LU TR R Vendor(0)

Show
Name Description Vendor Attached By Attached Date Delete
Test128 Test128 v Laura Batson 01/10/2016 [m]
Show
Name Description Vendor Attached By Attached Date Delete
Q Emergency Purchase Affadavit Declares an emergency purchase has been made o v Laura Batscn 01/11/2016 [m]
‘ Save & Continue ‘ ‘ Add File ‘ ‘ Add Form ‘

Copyright @ 2016 Periscope Holdings, Inc. - All Rights Reserved

5. Click Edit Primary Form to complete the form

Primary Form Details

Form Name: Emergency Purchase Affadavit
Current Form Wersion- 3
Last Updated: 2016-01-06 16:24:57.293

er Last Updated: LBATSON

=) Edit Primary Form

(6

Impact i Praject i Not Completod

- Special Gonditions

‘Soecial Candition Justiication

O Statm usa St o g e e (o e B et

st st . e e P b S o
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@ The updated form defaults as the Primary form.

7. Select Compare on the forms to compare
8. Click Compare

9. Review the two forms for changes and click Exit when finished

Primary Form Details

—
Form Name: Emergency Purchase Affadavit
Current Form Version: 5
Last Updated: 2016-01-06 20.53.12.19 o
User Last Updated: LBATSON
Edit Primary Form

Form Versions

Compare Form Version User L
o 1 LBATSON 01/06/2016 (@) Download PDF
o 2 LBATSON 01/06/2016 O Download PDF
(| 3 LBATSON 01/06/2016 (@) Download PDF
2} 4 LBATSON 01/06/2016 O Download PDF
o 22) 5 LBATSON 01/06/2016 o Download PDF
| Save & Exit ‘ ‘ Save & Continue ‘ mpare ‘ ‘ Cancel & Exit ‘

10. To view form as PDF, click Download PDF

Primary Form Details

Form Name: Emergency Purchase Affadavit
Current Form Version: 5
Last Updated: 2016-01-06 20:53:12.19
User Last Updated: LBATSON
Edit Primary Form

Form Versions

Compare Form Version User Date Created Primary PDF
(m] 1 LBATSON 01/06/2016 @ Download PDF
(m] 2 LBATSON 01/06/2016 Q Download PDF
(m] 3 LBATSON 01/06/2016 @ Download PDF
v 4 LBATSON 01/06/2016 Q Download PDF
¥ 5 LBATSON 01/06/2016 (O] @ Download PDF
| Save & Exit | | Save & Continue ‘ | Compare ‘ | Cancel & Exit

@ Form appears in PDF default viewer to save, print, etc.

Notes Tab

The Notes tab allows the user to add, edit and delete notes to provide additional information or special
instructions for internal users. Only the user may edit their note. These notes are associated with all
items on the Requisition. To add notes to specific items, go to the Items tab. A note is similar to a post-it
note, and is used as an internal communication.
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Select Notes tab

Enter note text

Click Reset to clear form

Click Save & Continue to save notes

To delete a note, select Delete and Save & Continue

uhwnN e

General Iltems Address Accounting  Routing Aﬂmhmm Reminders  Summary

Delete All Mote Date User Note

(]
Training User
= | @

o ] Jan 5, 2016 Training User  pepember this note
20

| save&continue || Reset

Reminders Tab

Reminders are a useful function of the application to send to a specific State user of BidBuy on a specific
date.

Select Reminders tab

Enter the Due Date for the Reminder

Enter the Reminder Comments

Select Remind Whom from drop-down list of agency users

Enter Days Prior to Remind

Select Send Email for email reminder

Click Save & Continue to save reminder

Click Reset to empty all fields not yet saved

To delete a reminder, select the Delete and click Save & Continue

General ltems ‘endors Address Accounting Routing  Attachments(2) N" Reminders | Summary

‘Confirmation Messages

O o Ny kWM R

« Changes saved successfully.

Due Date™ Comment™ Remind Whom* Days Date Completed Send Date Entered Delete

MN/DDIYYYY) {max 250 characters) Prior (MMDDIYYYY) Email Entered By All
to @]
Remind™

(2 JRE—T 3 | (4 1@t (6 B

01/11/2016 [ Be sure to [ User 20, Training v B

I @ OUDSI2016 10:25:57 AM Brock Fotis =]
validate the
Accounting Code
for Line Item 4
@ Piease save your changes before sorting table. Ctherwis, your changes wil be lost e
| save&cContinue || Reset ]

@ See Requisition Reminder Field Descriptions Table. All fields with an Asterisk * are required.




Requisition Reminder Field Descriptions

Due Date* Using the calendar lookup icon, select the date the reminder is due.

(MM/DD/YYYY

Comment* Enter up to 250 characters of comment text.

Remind Whom* Using the dropdown menu, select the person to remind.

Days Prior to Remind* Enter the number of days prior to the due date the person should be
reminded. The user can enter up to 9999. “0” will post the reminder on the
due date.

Send Email To send out an email reminder, place a check in the checkbox.

Date Entered Displays the date and time the reminder was created.

Entered By Displays the name of the person who created or edited the reminder.

Delete When checked and the Save & Continue button is selected, the reminder is
deleted from the vendor performance document.

Date Completed The Date the user from the Remind Whom, has marked the reminder as

being accomplished.

Notify Vendors of Informal Bid

Vendor Tab
1. On Vendor tab, click Notify Vendors

Open Market Requisition 16-AGENCY-TE S T-R-457 ‘status: 1RI - In Progress
Genersl  Items | Vendors | Address Accourting Routing  Attschments(1) Notes Reminders  Summary
[Vendor Validation Warnings
+ o recommended vendor
+ Hem #2, 3 No vendor, and there i o recommended verder at header level
Delete All Vendor 1D Alternative ID Vendor Name Preferred Delivery Methad Vendor Remitto Address Recommended Informal
o Quote
=] V00000110 MORTON SALT INC Emsil | General Mailing Address - Evelyn Anderson 123 North Wacker Drive C... v | =] Creste
Evetyn Anderson
123 North Wecker Drve
Chicsgo, IL 80505

us
Emal: test{@test.com
Prone: (312)807-2737
I 112

@ Publsh Informsl Bid On Web

% Show Unit Pricss to Vandors

[ Allow Viandor to Ghange Cusntity

[ Allow Viandor to Ghangs UOM

Select bicder participation

O Unrestricted informal bid. ail vendors can view and respand

(' Restricted informal bid, only selecied vendors can view snd respand

Informal Bid Date Section

5 Ending Detes*(MM/DD/YYYY HH:MNESS AM or PM) [01/12/2016 02:16:00 PM_| i
Bid Avaisble Date:MM/DDIYYYY HHMM:SS AM or PM)(01/10/2016 02:16:00 PM | iy
- m

Purge Date: (MMVDDIYYYY)

Seve & Corie | [ Lookup & Adk Vendors | [ Ny Vs | | P

Copyright ® 2018 Periscops Hokings. Inc. - Al Rights Reserved,

2. Select Send Notification
3. Click Send Notification to Selected Vendors

Open Market Requisition 16-AGENCY-TEST-R-457

General Items | Vendors | Address  Accounting Routing  Attachments(1) MNotes  Reminders  Summary

Send Notification Vendor ID Vendor

8]
9 o Vo0oooo1o MORTON SALT INC

| Send Notification to Selected Vendors

Copyright @ 2016 Periscope Holdings, Inc. - All Rights Reserved.

o

Email message is standardized text. Fields can be updated or modified.




4. Update information and add attachments if necessary
5. Click Save & Exit to send email to vendors selected
6. Click Cancel & Exit

Open Market Requisition 16-AGENCY-TEST-R-457

General  Itemns | Vendors | Address i Routing 1) Motes Reminders Summary

Send Informal Quote Email

Wendor Recipiants: MORTON SALT ING

Acditionsi Emsil Recipients: [

From: Leura Batsan (lsurs betsong@esteansutt com)

Subject™ vandar - Req # 16-AGENCY-TEST-R457, Sait

Ted™ An informal quate request has been sent to you by State of [lingis.

https://test.bidbuy.ilinois.gov/bsallogin sdo. Enter your login and password infarmation to sign
into the system. Once logged in. click Quotes, and then click on the Informal Quates link.

| The information from the request is below:
REQUISTION HEADER
Requesting Department.  TEST - Praperty Management

Buyer Mame: Laurs Batson

-
To respond, you need your company’s user name and login ID. Go to the State of llinais site st |:|
Buyar Phone: (555)555-55855 -

laurs. batsoni@cateonsut. com
jon Mumber.  18-AGENCY-TEST-R-457

No Attachmenis

File: Choose File | Mo file chosen

Descrgtion: | ]

| Send Notificati [ (Cancal & Exit |
Capyright @ 2018 Pariscaps Holdings. Inc. - All Rights Reserved.

Update information and add files if necessary
Click Save & Exit to send email to vendors selected
Click Cancel & Exit

@ Email message is standardized text. Fields can be updated or modified.
7.
8.
9.

Tabulate and Recommend Vendors

Enter Informal Quotes for Vendors

Informal quotes are similar to the standard (also known as “formal”) bid structure in BidBuy. Unlike a
formal bid, the informal bid’s quotes are not locked until the opening date has been reached, and the
date/time of the opening can be changed as needed. This means that an informal quote on a Requisition
is a quick and easy way to accumulate quotes from selected vendors without the time constraints of a
formal bid. The State allows users to solicit quotes with the Informal Quotes or the Informal Bid on Small
Purchases < $10,000. Small Purchases > $10,000, must be processed with the Informal Bid.

You can post the informal quote online and allow the vendor to enter the pricing or you can enter the
information for them directly on the Vendor tab of the Requisition.
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The informal quote must be completed during the Requisition process and prior to submittal for
approval on the Summary Tab.

1. Select Vendor tab
2. Check Recommended to recommend this vendor for this purchase, which is optional
3. Click Create to manually enter informal quote pricing

Open Marketwisiﬁon 16-AGENCY-TEST-R-418 Status: 1RI - In Progress [

General ltems | Vendors | Address { Routing MNotes i Summary

Vendor Validation Warnings

= Mo recommended vender.

« |tem# 1, 2: No vendor, and there is no recommended vendor at header level.

Delete All Vendor ID Alternative ID VendorName  Preferred Delivery Method Vendor Remito Address Recommended  Informal
o Quote
@ 00000041 Batson Enterprises  Email | General Mailing Address - Laura Batson 211 West Wacker Drive Suite... v | @ Create

Laura Batson

211 West Wacker Drive
Suite 450

Chicago, IL 60606

us

Emsil. lura batson@catconsutt com
Phon: (312)220-4308
Id: 59

(] V00000221 Batson Consulting  Email | General Mailing Address - Laura Batson 123 Main Street Chicago, I... ¥ | o i
Laura Batson
123 Main Street
Chicago, IL 60423
us
Email laura batson@catconsult com
Phone: (555)555-5555

Id: 307
¥ publish Infermal Bid On Web
() show Unit Prices to \endors
] Allow Vendor to Change Quantity
] Allow "endor to Change UM
Select bidder participation
® Unrestricted informal bid, all vendors can view and respond
(5] Restricted informal bid, only selected vendors can view and respond
Informal Bid Date Section

Bid Ending Date*(MM/DD/YYY HH:MM:SS AM or PM) |06/06/2016 11:15:00 AM [}
Bid Available Date:(MMWDDAYYY HH:MM:SS AM or PM) (06/03/2016 11:15:00 AM (=]
Fue e 01T R

| Save & Continue || Lookup & Add Vendors || Motify Vendors | | Print

4. Enter vendor pricing for the informal quote
5. Click Save & Exit to save and exit
6. Click Save & Continue to save and continue entering pricing information

® The user has to Save & Exit or Save & Continue to save the changes before selecting Close

Window
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7. Click Close Window to exit the screen

Open Market Requisition 16-AGENCY-TEST-R-418 Status: 1R1 - In Progress (2]

General ltems | Vendors | Address Routing Notes Summary

‘Vendor Validation Warnings

« No recommended vendor.
« ltem# 1, 2 No vendor, and there is no recommended vendor at header level

Recommended  Informal

Delete All Vendor ID Alternative 1D Vendor Name Preferred Delivery Method Vendor Remitto Address
Quote

()
C View/Edit

] 00000041 Batson Enterprises = Email | General Mailing Address - Laura Batson 211 West Wacker Drive Suite._. ¥ (m]
Laura Batson
211 West Wacker Drive
Suite 450
Chicage, IL 80805
us
Email: laura.batson@catconsult.com
Phone: (312)320-4306
Id: 59

] V00000221 Batson Consuting ~ Email | General Mailing Address - Laura Batson 123 Main Street Chicago, I... ¥ | (] ViewlEdit
Laura Batson

123 Main Street

Chicago, IL 60423

us

Email. laura. batson@catconsult.com
Phone: (555)555-5555
1d: 307

¥ Publish Informal Bid On Web
(2 Show Unit Prices to \endors
1) Allow “endor to Change Quantity

("] Allow “endor 1o Change UOM
Select bidder participation
® Unrestricted informal bid, all vendors can view and respong
) Restricted informal bid, only selected vendors can view and respond

Informal Bid Date Section

Bid Ending Date™(MMDD/ Y'Y HH:MM:SS AM or PM) |06/06/2016 11-15:00 AM m

Bid Available Date: (MM/DD/YYYY HH:MM:SS AM or PM) [06/03/2016 11:15:00 AM (6]
PuceosomaDon ) " (1)
| save s Continue || Lookup & Add Vendors || Moty vendors || Informal Quote Tabulation | | Print

Recommend Vendor

@ Once quotes are entered, Informal Quote Tabulation appears at the bottom of the Vendor

Tab.
Select Vendor(s) Informal Quote(s)

Informal Quote Tabulation allows the user to recommend a vendor for each item or all items.

Under Vendor tab, scroll to the bottom of the Vendor tab and click Informal Quotes Tabulation
To select all pricing for single vendor, click box under vendor name

Click Apply Pricing to apply all items to a single vendor

To select pricing by item for vendors, click box for vendor by item

Click Apply Selected Prices to Req Items to apply individual items to vendors

Click Close Window

o Uk wnN e
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Informal Quote Tabulation - Requisition 16-AGENCY-TEST-R-418

2 of [tems per page] 25 ¥ Sort | Print Sequence ¥ | Ascending ¥
Go
% of Vendars per page 5 ¥ Sort by| Vendor Name ¥ | | Ascending v

Total item Count: 2 Informal Quote Bidder Count: 2

ttem#: 1

Print Sequence: 1.0

(200 - 10) State Swestshirts

Quantity(UOM) : 100.00(EA) O
Unit Cost: $0.00

tem#: 2

Print Sequence: 2.0

(200 - 10) State Sweat Pants
Quantity(UOM) : 100.00(EA)
Unit Cost: $0.00

Quote Total

Apply All Quote ltem F‘nnlngOl(ems O Apply Pricing

| Apply Selected Pricing to Req ltems || Select and Apply Attachments ||

Req Item Info O V00000221 - Batson Consulti

Print

00000041 - Batson Enterpri

T ——

0.0 (Freight]

Subtotal: 52,000.00

$15.00

0.0 (Freight)

Subtotal: 51, 500.00

$3,500.00

$25.00
100.0 ( EA)
0.0 (Tax)
0.0 (Freight)

Subtotal: $2,500.00
** 510.00

0.0 (Freight)
Subtotal: $1,000.00

$3,500.00

O Apply Pricing

[ ciose window

Submit Requisition for Approval

Summary Tab

The Summary Tab will feature all the data entered and selections made by the user in the previous tabs.
The Summary Tab gives the user an opportunity to review all applicable information and return to any
given tab to edit errors or update with new information. At the bottom of Summary tab,

1. Click Submit for Approval to submit document for approval once the requisition is complete

2. Click Cancel Requisition to delete Requisition

3. Click Clone Requisition to start another Requisition with all the settings and data of the current

one
4. Click Print to print Requisition

Item # 1 : Maintenance for rest areas 157 corridor 1RI - In Progress

NIGP Class: 961-96
Non-Professional Services (Not Otherwise Classified)

Qty Unit Cost Net Unit Cost uom Discount % Total Discount Amt.
2,000.0 $25.00 $25.00 HR - Hour 0.00% $0.00
Manufacturer: Brand:
Make: Packaging:

Additional NIGP Code:

Account Code Extended Account Code
CX-XX-X=X-X

Will Federal Funds be used? :

o

Tax Rate Tax Amount

$0.00

Madel:

(4]

‘ Submit for Approval “ Cancel R ion H Clone R

Print J

Copyright ® 2015 Periscope Holdings, Inc. - All Rights Reserved

Submit for Approval

Freight Total Cost
$0.00 $50,000.00
Amount
$50,000.00

When an approval path is configured for the Requisition, the approvers will attach to the Requisition

and it will move to Ready for Approval status.
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Once the tabs are completed, including all required fields, the user may submit the complete document
for approval.

1. Click Continue to send approver email to approve

The following 2 approval paths meet the document criteria

Approval Path Path Description Dollar Approvers
Path Type Priority Range
Sequence User Level Type
TEST11 Manager 2 NIGP for Dogs $500.00-$1,000,000.00 Brock Fotis 1 Primary
TEST12 Manager 2 NIGP for Dogs $50.00-$1,000,000.00 Brock Fotis 1 Primary
Rachel Johnson 1 Alternate

Please click Continue to continue submitting the document, or click Cancel & Exit to canceO)cument submission and go back to the document.

‘ Continue Cancel & Exit |

When there is no approval path assigned, the user is prompted to select:

<» Automatic Approval — Selecting this will move a document to Ready for Purchasing status. This
option is visible when there are no configured approval paths on the document.
*» Manually Add Approvers — Requires the user to choose from a drop down list with individuals

designated as approvers. The user selects an individual; clicks add approver and then saves the
approval (see example below).

1.
2.

Click Submit for Approval
Click OK

Item Information

Print Sequence # 1.0, ltem # 1: Rock Salt from the Morton Corporation 3PI - In Progress
NIGP Code: 750-77
Sand and Gravel
Receipt Method Qty Unit Cost uom Discount % Total Discount Amt. Tax Rate Tax Amount Total Cost

Dollars 0.0 $1,000.00 TON-Ton 0.00 $0.00

Manufacturer: Mortons Brand: This site says...

Make: Packaging: Are you sure you want to submit this purchase order for

approval?
End Date: 2
% OK Cancel
o [ submit for Approval || Cancel PO 1 Clone PO 11 Print |[ Print vendor Copy |
Copyright @ 2015 Periscape Holdings, Inc. - All Rights Reserved.

3. Select Manually add Approvers to add additional approvers (This option only appears when no

approval paths are configured for this document.)

4. Select Approvers from drop-down list and click Add Approver
5. Click Save & Continue to continue

6. Click Cancel & Exit to exit

No approval path meets the document criteria. Do you want to manually add approvers or mark the document as approved?

(® Manually add approvers
() Automatic approval

Please select an approver if you want to manually add approvers.

Approver v | [ Add Approver

6]

Cancel & Exit |

(5]

{ Save & Continue

Il

Copyright @ 2015 Periscope Holdings, Inc. - All Rights Reserved.

@ Approver will receive an email notifying them that their approval is needed




Convert Requisition -
To Bid (> $10,000)
To Purchase Order (< $10,000)

A requisition created by an Agency (Not CMS) will route (via NIGP Code) to CMS BOSS. The following
table outlines the process used to determine whether a procurement will be conducted by CMS BOSS or
be designated to the agency.

OPTION 1 - OPTION 2 -
Agency Driven CMS Driven
Status
CMS BOSS approves and CMS BOSS approves and
identifies as “Designated to identifies as “CMS Driven”
Ready for Approval Agency” in the Notes Tab.
in Notes Tab
(used for Master Contracts)
AGENCY BUYER goes to
Requisition/General Tab and
Ready for Purchasing AGENCY BUYER continues the changes Purchaser to CMS
(Auto Assigns Req. to Agency Procurement BUYER
Buyer as Purchaser)

CMS BUYER CMS BUYER begins a
converts Requisition | new Requisition
to a Bid as

appropriate
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Once the award is selected and approved, the BP user can convert the solicitation into a Purchase Order.
The information can be updated and added to on the resulting Purchase Order.

1. Scroll down to the bottom of Summary tab
a. Click Convert to Bid (<$10,000) or

| Save & Exit |

(1) (1)

‘ Convert to Bid | | Convert to PO | | Cancel Requisition ‘ ‘ Clone Requisition | | Print

b. Click Convert to PO (>$10,000)

2. Continue to the Bid from the Requisition Summary tab, click Bid link

® For Small Purchases > $10,000, continue to the Process Purchase Order section. For Small

Purchases < $10,000, continue with the next steps.

Open Market Requisition 16-AGENCY-TEST-298 Status: 1RGE - Gone to Bid B

Genersl  Hems Vendors  Addiess  Accounting  Rouing  Aftschments(3) Motes Reminders | Summary

System Warning(s}
= New bid is 16-AGENCY-TEST-B-475

Process Bid

The State uses a Bid to allow a user to publish solicitation opportunities online using the BidBuy system.
Open Bids are available for quotes from all registered vendors and are searchable by an unregistered
public user.

A Bid document can be created either from an approved Requisition in Ready for Purchasing status or
from scratch by a Basic Purchasing user, but State procurements always start with a Requisition.

The Bid document accomplishes 3 objectives:

< ldentifies the anticipated procurement method,
“» Routes a drafted solicitation document for approval, and,
“» When approved, publishes the notice to the general public and vendor community.

At the end of the Open Market Requisition section, a Bid number was assigned by selecting the “Convert

ILLINOIS ePROCUREMENTJ E el Department Access  Inquiry  Internal Administrator  Organization Administrator ~ Vendor Administrator

NIGP Code Browse | My Account | Customer Service | About Current Organization: State of Illinois =% March 2, 2016 14750PMcsT Q @l B € @ = >

Home ltemsv Documentsv Vendorsv Quick Buy _ Find It Laura Batson

Home - Welcome Back Laura Batson (Proxy User: Rachel Johnson)

News(1) Dashboard Reqgs(30) | Bids(29) | PO(84) Approval(1) Receiving(126) My Reminders(7) Events(2) System Messages

[V CGICEERIE Ready for Approval(0)  Ready to Send(0) Ready to Open(23) Opened(3) Approved(2)

Bid# Organization Buyer Description Purchase Method Bid Opening Date

16-AGENCY-12345-B-193 State of lllinois Laura Batson Test for Q&A Open Market 02/02/2016 07:34:00 PM

Copyright © 2016 Periscope Holdings, Inc. - All Rights Reserved



to Bid” button on the bottom of the Requisition Summary Tab, following Req approval.

Bid Status from the Home Page

5

¢

In Progress — Bids that are in draft form and may not have all required data filled out

7
0’0

Ready for Approval — Bids that have completed required data and are ready for approval

5

¢

Ready to Send — Bids that have been approved and ready to send to the vendor

5

¢

Ready to Open — Bids whose Bid opening date/time has passed but have not yet been opened

7
0’0

Opened — Bids opened and being reviewed

7
’0

Approved — Award has been approved on these bid awards approved

L)

From the BidBuy Home screen:
Click Home on the blue ribbon

Select Bids
Select In Progress
Click Bid # to view bid

ILLINOIS cPROCURE M‘N‘J [FRTYOREN DepartmentAccess  Inquiry  Intemal o vendor
NIGP Code Browse | My Account | Customer Service | About Current Organization: State of linois 3= February 10,2016 31707 PMcsT A @l # B € & = B
(1) o e o vowons e e N T ==

Home - Welcome Back Laura Batson (Proxy User: Rachel Johnson)

News(D) Dashboard @Bia;(am‘nomﬁ Approval(1) Receiving(20) My Reminders(§) Events(0) System Messages(66)

T BN Ready for Approval(0)  Ready to Send(1) ~Ready to Open(19) Opened(4) Approved(3)

Bid# Organization Buyer Description Purchase Method

16-AGENCY TEST-B-141 State of llinois Laura Batson OM Small Open Market
Purchase

-16-AGENCY TEST-B-110 State of llinois Laura Batson Copier Open Market 01/15/2016 09:54.00 AM

-16-AGENCY.TEST-B-108 State of llinais Laura Batson Copier Open Market 1111712015 045000 PM

Add Missing Information & Update Tabs

The Bid allows for revisions based on new information and also solutions to errors that carried over from
the Requisition. There are some fields that do not relate to the requisition but are necessary to have for
the Bid. These fields are flagged General Validation errors and need to be updated by the user. For a Bid,
two mandatory updates are presented:

After converting to a Bid, the data from the Requisition is auto-populated. In addition, any new fields are
flagged as errors.

General Tab

The General information from the requisition can be updated in the In-Progress status. The State uses
two Purchase Methods: Open Market and Blanket.

Open Market Bid to Open Market Purchase Order allows the user to create a bid for a one-time
purchase.
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Blanket Bid to Blanket Purchase Order allows the user to create a master contract for agencies to order
goods or services over a specified period of time. The Purchase Order allows the user to create a master
contract for agencies to order off of over a specified period of time.

1. Select General tab
2. Enter general information

@ See Bid General Field Descriptions Table. All fields with an Asterisk * are required.

3. Click Save & Continue to save information

Open Market Bid 15-AGENCY-TEST-B-233 ‘Status: 281 - In Progress.

o General | ltems Address Accouning Routing Aftschments MNotes Diders Cuestions Amendmenis Q&A Reminders Summary

+ The folowing required

[General Validation Errors
missing: bid opaning dte, svaistie dte.

+ The folowing requirad missing: [SP0 Name]

- N Desersman®
status 261 - 1n Progress Pusoaser®

How Soicted Type Code®:

LR— Focs Ve e

Lossion” - e ot s

Show on ks F] Alow Bictroric Respanse: ]

Requrss Dt 41202016 | B B5d Opening Dete(MMVDDITYYY HHEMNESS AM or PM) |
uaisie st HMMIDDIYYYY HHARESS AN or PA) [ Purge st MWDDAYYY) [
54 Type OpenBid_v nformal S 5]

Cortrl Coce L Estimated Cost s

P Dest Dot Aways ] e 0 —
e vt

s 3 o

Sofsitaton Enaiied o

Enable Roling Envolimant: [5]

Item Single Award Oniy: Enable Opan Envaliment 5]

Info Contact: Contact Laura Batson |
Pre-Bid Conference J

(Max size: 250 characters)

Sutein D
F 0B ) J

Quste Notfestion

PO Name ®

Agency Reference Number

Erand Name

Special Procurement Rationale

Potential BEPIVEP Participation Goal? (Only if estimated amount is >/=5250,000)
Link to Original Contract

Original Bid Number

Original Reference Bid Post Date : (MMWDD/YYYY) [

Dte Last Updstert 0422016 10:11:23 AN User Last Updsted: Laurs Batson

i

Bid General Field Descriptions

Bid Number This number is automatically generated when the user selects Save &
Continue.
Description* Enter a short description to help identify the bid. Use Complete words, not

abbreviations. Start with alpha agency identifier, and then describe the item
to be procured. Use noun, adjectives

Status The current status of the bid.

Purchaser* Using the dropdown menu, if available, select the basic purchaser for this
bid. The default of the purchase is determined by the configuration of the
system.

How Solicited Using the dropdown menu, select the best option that identifies how the
vendors will be solicited.

Type Code Using the dropdown menu, select the Type code. The Type Code is user-

defined and maintained in BidBuy.
1. Invitation For Bid (IFB)
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Department*

Organization

Location*

Fiscal Year*

Show on Web

Allow Electronic Response

Required Date

Bid Opening Date*

Available Date*

Purge Date

Bid Type

Informal Bid

43 |Page

2. Request for Proposal (RFP)

3. Request for Information (RFI)

4. Sole Source

5. Emergency

6. Emergency Extension (11/9-11/10)
7. State Use

8. Anticipation of Litigation (Exempt)
9. Purchase of Care (Exempt)

10. Small Purchase

11. Artistic or Musical Services (Exempt)
12. Reverse Auction

13. Change Order

14. Renewal

15. General Notice
Using the dropdown menu, select the department this bid is for if the
default department displayed is not correct.
The organization of the department that the bid is for. The organization is
defaulted from the user profile default organization and is not subject to
change.
Using the dropdown menu, select the location this bid is for, if the default
location is not desired.
Defaults to the current fiscal year. Can be changed using the dropdown
menus, select the fiscal year for this bid. This is only applicable during the
FY roll period.
Check if this bid is to be displayed and seen by vendors on your agency’s
BidBuy website.
Check if the vendors are allowed to submit electronic quotes for the bid.
Most will be shown on Web, but potentially not all will allow electronic
response.
Enter the date (mm/dd/yyyy) the commodity or service is required by or use
the calendar lookup icon to select the date.
Enter the date and time (MM/DD/CCYY HH:MM:SS AM or PM) or use the
calendar lookup icon to select the date and time of the bid opening or use
the calendar lookup icon to select the date and time.

Bid opening date is when the bids are opened by the State and no other bids
are accepted.

Enter the date and time (MM/DD/CCYY HH:MM:SS AM or PM) or use the
calendar lookup icon to select the date and time the bid is available to be
viewed and quoted upon.

The availability date is the date that the bid becomes active and posts to the
system for vendors to act upon.

Enter the date (MM/DD/CCYY) this bid is identified to be purged from the
BidBuy system.

Using the dropdown menu, select the bid type, Open Bid or Closed Bid.

The bid type defaults to Open Bid unless vendor subscription is enabled, and
then it defaults to Closed Bid.

The State only uses Open Bids.
State will primarily use formal bids. For Small Purchases, the State will use



Estimated Cost
Print Dest Detail

Alternate ID
Purchase Method*

Print Format*

Enable Rolling Enroliment

Info Contact
Pre-Bid Conference
Bulletin Desc

Quote Notification

Date Last Updated
User last Updated
Begin Date

End Date

Custom Columns
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Informal Bids.

Formal bids follow the traditional format of: post the bid, vendors produce
sealed quotes. The quotes are not public and can only be modified by the
vendor who submits it (they can edit or withdraw it any time before the bid
opening date.) The sealed bids cannot be opened by the agency prior to the
opening date. During the bidding process, the agency can opt to view which
vendors have submitted quotes and allow all vendors to see that list.

Informal bids, on the other hand, follow the format of: post the bid (as an
informal bid), vendors submit quotes that are not sealed and can be seen by
the agency in real time.

Calculated by the system.

Using the dropdown menu, select the print destination address if different
from location address.

An extra field to be used at your discretion. This field is searchable.

Select Open Market, using the dropdown menu, for Small Purchase.
Selecting either Contract or Blanket adds three additional fields: Catalog ID,
Begin Date and End Date of Contract or Blanket. Blanket=releases, no
funding attached to Blanket. Open Market = no releases, funding required.

The State will not use Contract Type or Catalog ID.

Use default Bid Print New = Using the dropdown menu, select an Agency
defined print format for this bid.
Not used for Small Purchase Bids

Enter the contact information of the individual who can be contacted for bid
information.

Enter details of pre-bid conferences, seen by vendors. Free form field up to
250 characters including spaces.

Adds additional text to vendor notification email. Free form field up to 500
characters including spaces.

Check if the purchaser wishes to receive an email notification that a bidder
has submitted an electronic bid. To use this field, Standard Text,
QUOTE_SUBMITTED_NOTIFICATION_TO_PURCHASER must exist and be
active, as maintained by an Internal Administrator.

System updated with the date of the last update made to the bid.

System updated with the user’s name who last updated this bid.

If Blanket, select begin date for Blanket. This is the date when assigned
Agencies can begin to create Releases off the Blanket. This can be updated
at the Purchase Order.

If Blanket, select end date for Blanket. This is the date when assigned
Agencies can no longer create Releases off the Blanket. This can be updated
at the Purchase Order

Any fields visible on the screen that are not referenced in this manual or the
online help, may be custom columns or fields created and maintained by the
Internal or Organization Administrators. For additional information on those
fields, reference the Custom Column Quick Reference Guide.



Items Tab

The Items Tab allows users to add or delete items and add narratives to the bid. When creating a

document from scratch, the Items tab is blank.

Items Tab: General

1. Select Items tab to review items in converted Req
2. Click Item # to update item information

Open Market Bid -16-AGENCY-TEST-B-141 Status: 2BI - In Progress  [2]
General | ltems | Address Accounting Routing Attachments Notes Bidders Questions Amendments Q&A  Reminders  Summary
) roiress 5 Notes  Ques
Sort by Column: | Print Sequence v Sort Descending Go
ftem # Links Print tem Total Delete All
Sequence Description Cost
Quantity uom Unit Net Total Tax Rate Tax Amount
Cost Unit Discount
Cost Amt.
C) 1 Req#/Item # 16 AGENCY TESTRITT/ 1 10  Smal Puchase Truck Tires $100000.00
1000.0 EA v 100.00 $100.00 $0.00 00 $0.00
Total $100000.00
Save & Continue H Search Items ‘ ‘ Search Inventory Items H Add Item
3. Update item information
4. Click Save & Exit
Open Market Bid -16-AGENCY-TEST-B-141 Status: 2B1 - In Progress 2
General | Items. ‘ Address  Actounting  Routing  Aftachments  Notes Bidders Cuestions  Amendments Q& A  Reminders  Summary
m Address  Accounting Attachments Notes Questions
Item # 1 Item Type: Normal v
Print Sequence * 1.0 Item Status: 2BI - In Progress
Req#t/ltem# 16-AGENCY-TEST-R-377/ 1
Deseription”: Q Stock Item Number: Q
[Emall Purchase Truck Tires
4
Quantity Unit Cost Net Unit Cost uom Discount % Total Discount Amt. Total
1000.0] 100.00] 510000 EA v 0.0) 0.00 $10000000
Ta: Rate: v
ERETEE 863 863 - TIRES AND TUBES (INCL. RECAPPE... TQ
Tax Amount: $0.00
NIGP Class ltem: 10 10 - Tires and Tubes, Medium Truck v
Extended Amount  $100000.00
Manufacturer: Brand: Model:
Make: Packaging
Additional NIGP Code : O
| SavesAddNew || sSawe&Edt || Save& Continue || Reset |[ camelgBdt |
Click Search Items
General | ltems | Address  Accounting Routing  Attachments  Motes  Bidders  CQuestions  Amendments Q& A  Reminders  Summary

@ Address  Accounting  Attachments Notes Questions

There are no itOPIease click "Search ltems’ or "Add ltem" below to add an item.

| Search ltams || Search Invertary ltems Add Itam |




@ If Bid comes from a Requisition or is cloned from a previous document, items will already be

listed.

Enter search criteria in screen below
Click Find It
Click Clear to empty all entered values

Click Exit to return to Items tab without selecting an item

woR W

Search Using: | ALL ofthe criteria v |

Search Fields: Document # | Description | |
ltem Description |
Purchase Method | v Item Type | v
e Req Requestor | v Buyer | v
Catalog | v
Major Header Status 2BA - Approved Minor Header Status
2BC - Canceled - -
Major Item Status 2BA - Approved
2BC - Canceled -
Type Code Invitation for Bid (IFB})
Request for Proposal (RFF) -
Department | v
Location L
Entered Date(MM/DD/YYYY) [k Required Date(MM/DDIYYYY) i1}
NIGP Class | v
NIGP Class ltem E|
L Result Type: ltem ¥ 9 o
[ Find It || Clear

6. Select item to add and enter a value for Quantity
7. Click Save & Exit to add and exit
3. Click Save & Continue to add more items
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9. Click Cancel & Exit to cancel selections

6

Results - Bid ltems

Req | Bid

Select  Quantity ltem Purchase ~ Unit  UOM Class Commodity Bid #1 Status Catalog.

All Description  yjethod ost Class ltem Code Item #
(=]
=] ljl Dog Vests  Blanket $0.00 EA-Each 680 - POLICE, CORRECTIONAL FACILITY AND SECURITY ACCESS EQUIPMENT AND SUPPLIES 00000039/ 4 Bidto PO

08 - Police Protection Equipment, Body Armor and Riet Shields and Supplies
o lj| dog vests  Blanket $0.00 EA-Each 345-FIRST AID AND SAFETY EQUIPMENT AND SUPPLIES, EXCEPT NUCLEAR AND WELDING 00000040/ 4 Canceled

92 - Vests, Safety
@ lj| Dog Vests  Blanket $0.00 EA-Each 040- ANIMALS, BIRDS, MARINE LIFE, INSECTS AND POULTRY, LIVE, INCLUDING ACCESSORY ITEMS 00000041/ 4 Opened

03 - Animal Care Supplies: Collars, Clothing. Leashes. Litter Boxes, etc.
o lj| dog vests  Open $0.00 EA-Each 345-FIRST AID AND SAFETY EQUIPMENT AND SUPPLIES, EXCEPT NUCLEAR AND WELDING 00000047/ 4 Ready to Send

Market 92 - Vests, Safety o e 9
[ Save & Exit || Save&cContie ||  Cancel & Esit

Add Items to Bid using Add Item

1. Click on Add Item

General | Hems | Address  Accounting Routing Attschments Motes Bidders Questions Amendments Q&A  Reminders  Summary

Address Accounting Attachments MNotes Questions

There are no items. Please click "Search tems' or "Add nem'ﬂwto add an item.

| Seachltems || Search Invertory ltems || Add Item |

~

Enter item information
Click Save & Add New to save item and create another new item
Click Save & Exit to save item to Bid and return to Bid screen(can add additional items later)

hw

See Bid Item Field Descriptions Table. All fields with an Asterisk * are required.

b

Click Save & Continue to save with option to continue entering this item’s detail
Click Reset to clear all fields before saving

<9

47 |Page



(2]

Click Cancel & Exit to end the process creating an item

General hems‘addness Accounting  Routing  Attschments  Notes(1) Bidders  Questions  Amendments Q&4 Reminders  Summary

20 fcoress Accouning Atachments

e #
Print Sequence * :
Descrigtion™: Q

Quantity

NIGP Class:
NIGP Class Item: v

Commodty Code:

Manufacturer:

Waike:

Additional NIGP Code

Motes  Questions

Item Type: Normal v
4.0 Item Status: 2Bl - In Progress
Stock Item Number:

Uit Cost Net Unit Cast uom Discount % Total Discount Amt. Total
0.00 5100 EA v 0.0 0.00 3000
“lq Tax Rate: v
Tax Amount .00
Q Extended Amourt: 5000
Sranc Modet:
Feckaging
[ Swe&AddNew | SavelExt || Save&Contine || Reset | Comoel&Ext

Bid Items Field Descriptions

Item #

Print Sequence*

Item Type

Item Status
Description*

Quantity
Unit Cost
Net Unit Cost
uom

Discount %
Total Discount Amt.

Total

48 |Page

The order in which items are entered and are sequentially done by BidBuy.
This field cannot be modified by the user.

Build Renewal Options as separate line items to get option year pricing.
Required. The order in which the items will be displayed. This will be
defaulted by BidBuy to match item #, and can be modified by the user
Normal refers to a procurable item or good. Selecting Narrative will make it
a non-orderable addition where the user can type in text to appear on the
Bid.

Current status of line-item.

Required. As defined by the user. Use complete words, not abbreviations.
Start with NIGP description, and then add more detailed information.
Minimum information required by approvers.

Provide enough information for Vendor to understand how to respond,
including any special instructions.

The amount of the item that is needed

An estimated unit cost per item

This amount is calculate by the application

Select a unit of measure from the drop-down menu. See Appendix A: Unit of
Measure Descriptions, page 122.

Percentage discount applicable to the item

The Total Discount Amount, based on the Discount %. This value is
calculated automatically by the system based on the Discount % value
entered by the user. The value will not appear until the user tabs out of the
Discount % field. The user can also manually type in a discount amount
without entering a Discount %. The value must be negative for it to be
deducted from the total.

The Total Cost before tax. This value is calculated automatically. The
formula used is: (Quantity x Unit Cost) = Total Discount Amount. The user
cannot edit this field.



NIGP Class*

NIGP Class Item*
Commodity Code

Extended Amount

Manufacturer
Brand

Model

Make

Packaging
Custom Columns

Items Tab: Address

Required. The three-digit Class Code associated with the item. NIGP codes
will be required for all items in the system. One code per line item.
Required. The two-digit Class Item associated with the item

Completes the 11-digit NIGP Code

The Total Extended Amount of the item. This value is calculated
automatically. The formula used is: Total + Tax Amount+ Freight. The user
cannot edit this field.

Optional field

Optional field

Optional field

Optional field

Optional field

Any fields visible on the screen that are not referenced in this manual or the
online help, may be custom columns or fields created and maintained by the
Internal or Organization Administrators. For additional information on those
fields, reference the Custom Column Quick Reference Guide.

This allows shipping and billing addresses for specific items. To assign shipping and billing addresses for
all items go to the main Address tab for the bid. Typically, this would not be changed because it is the
Requestors Address, not the buyers.

@ Default address information from the item master displays

1. Select Address sub-tab
2. To change Ship-to or Bill-to-Address, click

Q to search for new address

Open Market Bid 16-AGENCY-TEST-B-184

General | ltems | Address  Accountng  Routing  Aftachments Notes Bidders Questions Amendments Q&A  Reminders  Summary

Status: 2BI-In Progress

o LY Accounting  Attachments  Notes  Questions

Item # Description

Ship-to Bill-to Select
Address. Address.

Ok

1 Rock Salt

2 salt- Ice Control

Click Find It

ounksWw
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TEST - Test Address Suffix

Stration Office Building

401 5. 5pring Street

Springfield, IL 62706

us

Emall: test@periscopeholdings.com
Phone: (555)555-6555

@

[TEST - Test Address Suffix

Stratton Office Building
401 5. Spring Street
Springfield, IL 62706
us

Enter Search Criteria

Select a new address
Click Select to update address

[TEST - Test Address Suffix

Stratton Office Building

401 8. Spring Street

Springfield, IL 62706

us

Email: test@periscopehaldings.com
Phone: (555)555-6565

)

[TEST - Test Address Suffix

Stratton Office Building
401 S. Spring Street
Springfield, IL 62706
us

(]




Search Using: | A| | of the criteria ¥

Search Fields!  Department ID Department Name

Department Suffix ID
Location ID Location Name

city County

Browse by: ABCDE HIJKLMNOPQRSTUVWXYZ
[ Find It [ Clear. |

Salect Department Department Department Department Address Info
[} Name Suffix Suffix

1] Name

@ 123458780 Adreiristrativa Oparations ADO Administrative Operstions Stratton Offica Buiding
4015 Spring Strest
Springfieid, IL 82705
us

Email test@periscopshokiings.com
Phone: (555)555-5655

< TEST Property Management oo002 TestD2 Conta
Address Line 1
City. TX 55555
us
Email: test@test com
Phone: (555)555-5555
@ | TesT Praperty Management TeEST Test Adcress Suffic Stratton Office Building
4015, Spring Strest
Springfieid, IL 62705
us

Email: test@periscopshokings.com
Phone: (555)555-5555

@  TeSTI2 Information Services TEST2 TESTOZ ‘Stration Office Builing
4015, Spring Strest
‘Springfieid, 1L 62705

us
Email: test@periscopehoidings.com
Phone: (555)555-5555

©  TESTi4 Testi24 1481 TEST1224 Creig TEST
123 ABC Strest
Springfieid, IL 2705
us

Emsil: eraig wilisms Gillnois. gov
o Phone: (217)283-2327

[ Select [ Close Window

Cnmesint @ 2018 Parizrana Habfinns e 1 Binms Razaniard

7. Select item(s) to change address (Ship/Bill To Address)

8. Click Apply to Selected to apply changes to only selected items or click Apply to All Items to
apply changes to all items

9. Click Reset Selected to Header to reset all addresses to default from Item Master

10. Click Save & Continue to save changes and continue

Open Market Bid 16-AGENCY-TEST-B-184 Status: 281 - In Progress

General | tems | Address Accounting Routing Aftachments Notes Bidders Questions Amendments Q&A Reminders Summary

General [UIIEEE Accounting  Attachments  Notes  Questions

Item # Description Ship-to Bill-to Select
Address Address Al
o
o 1 Rock Salt TEST - Test Address Suffix (% [TEST - Test Address Suffix la o
Stratton Office Building Stratton Office Building
401 8. Spring Street 401 8. Spring Street
Springfield, IL 62706 Springfield, IL 62706
us us
Email: test@periscopeholdings.com Email: test@periscopeholdings.com
Phone: (555)555-5555 Phone: (555)555-5555
2 Salt- lce Control [TEST - Test Address Suffix a |TEST - Test Address Suffix la o
Stratton Office Building ‘Stratton Office Building
401 S_Spring Street 401 §. Spring Street
Springfield, IL 62706 Springfield, IL 62706
us us
Email: test@periscopeholdings.com Email: test@periscopeheldings.com
Phone: (555)555-6655 Phone: (555)555-5555

Ship-to Address: I |Q [Appy s Seiesizs | [ Apoy o Allitems | | Reset Semcted 1o Heacer |
Bill-to Address: I |Q [ Appiyto Seiseted | | Appiyto Al lems Rasat Selactad to Hesder

Copyright ® 2016 Periscope Holdings, Inc. - All Rights Reserved

@ New address must be saved before using the Apply Ship-to or Apply Bill-to function
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Items Tab: Accounting

The Item’s Accounting sub-tab allows you to enter accounting information for specific items. To add the
same accounting information to all items, go to the main Accounting tab for the Bid.

1. Select Accounting sub-tab

G‘) Default accounting information from the item master displays

2. Select Item # to update accounting information

Open Market Bid -16-AGENCY-TEST-B-137

Ajgress  ACCOUNTnG  Roeming  ASachmensii)  NoMs(l) Siges  Ouastons  Amenomens QS A Reminges  Summary

Genersl | Hems
SR 1] P—
Hem (Aeeount Dsirizutoniism Desoription asieot AN
e Rl (400.0% ) Azuation senice of Enaryption fasnres Sor asch nahisusl e L 0
Hz {100.0% ) Sulising Corsaling O

mmpmus [ eommsseze | [ sy annems |

Add or change Account Code

1. Click Qto search for Account Code

Open Market Bid -16-AGENCY-TEST-B-137 #tadus: 281 - Progress [

Genaral | Hems | Aodress  Accouning  Rowting  ASachmenimil)  Modesil)  Sidders  Ousstions  Amandmen= Q2 A Remingers  Summary

SRR ....... [P R—

Hem #£2: Euliding Consuling
Dessds An Fisoa vear

|
[ | la | la | la | e | e | la b Jleee ]

rant Puncing touron* [N | W Foderet Pands b wsoas < |

chard™ Fund" org" Aooount” Program™ Aty

jQ s

O = [4 la [e la [c la [ la | a |
aﬂp—_-':_m_---uﬁ':l |
mlom:lC—ﬂ—B—C—F—- | Q o
= 100.0 1440.00

0 fo afer tave:

[ [ e | [ conceizcm

Enter search criteria
Click Find It
Select Account Code
Click Select

ukwnN
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o

Lookup Account

Search Using: | &) | of the criteria ¥

Search Fields: Account Code Description

Browse by: ABCDEFGHIJOMMOPQRSTUVWXYZ
0 6789

12345
[ Find It Il Clear |
Select Fiscal AccountCode "; Description Available Maximum Pre-Encumbered Encumbered Expended Budget
Xear Dollars Dollars Dollars Dollars Dollars Dollars
2016 PURCHASE OF CARE-2016-0998-950-98-1500-00-00 AGEMNCY TEST ACCOUNT 4 £0.00 S0.00 $0.00 $0.00 $0.00 50.00
2016 NOT APPLICABLE-2016-0995-9%5-55-1300-00-00 AGEMCY TEST ACCOUNT 1 $0.00 50.00 $0.00 $0.00 $0.00 50.00
2016 FARM LEASE/COMCESSION-2016-0998-555-%5-1500-00-00 AGEMNCY TEST ACCOUMT & 5000 50.00 s0.00 5000 s0.00 50.00
2016 EMERGENCY-2016-0998-950-95-1500-00-00 AGEMCY TEST ACCOUNT 3 $0.00 50.00 £0.00 $0.00 £0.00 50.00
2016  ARTISTIC COR MUSICAL SERVICES-20168-09599-595-55-1%00-00-00 AGEMCY TEST ACCOUNT 5 $0.00 50.00 50.00 $0.00 50.00 50.00
2016 ANTICIPATION OF LITIGATION-2016-0999-599-98-1500-00-00 OGENCY TEST ACCOUNT 2 $0.00 S0.00 $0.00 $0.00 $0.00 S0.00

Salect || Close window

6. Click Save Based on Dollars — to save based on dollar amount entered, or
7. Click Save Based on Percentages — to apply changes and save based on percentages entered
8. Click Cancel & Exit to exit without saving

Open Market Bid -16-AGENCY-TEST-B-137 Sisdus: 283 Frogress [

e |lams|\nnrus Aconng  Ramng  ASsTmATT)  Nomm(l) Sooem  Questors  Ametamans  @SA  Remnoes  Summary

Deneral  Acdress [EESRTUTHE Afischments  Mofes(Z) GuesSions

Hsmn #2: Sullding Consutting
Disisis AN Fisoal Year chard” Fund' org' Agocurd” Program™ Aadnty LLooation Exisnded Account Cods Perosnt Dollars.

CHR o | la | la | la | o | la b Jho ]
Grant Funding tourse *- [N ., | Wil Federat Funds be used * | |

p—— la
o - ) Co— Y Co— ) C— S— —
ommmm':ﬂmmm:mum':l |
Aczoun coae: [ G-A-B-C-F- - |a
T | | 100.0 1440.00
Sote st save: [Cumart Page | O O O Com Aot From tem s Hzadar | [ 2o
Save Sesec onooners | | Sews Sames o Sercemages ese: e

Items Tab: Attachments (Not used by the State)

The attachments sub-tab allows you to add attachments to specific items. Attachments and forms can
also be added to the overall bid from the main Attachments tab.

1. Select Attachments sub-tab
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2. Click Item # for attachment

Open Market Bid 16-AGENCY-TEST-B-184 Status: 2B - In Prc

Geo‘ Items ‘ Address  Accounting Routing  Attachments Notes Bidders Questions Amendments Q&A Reminders Summary

General Address Accounting m Notes Questions

ltem # (Attachment Count)ltem Description
O 1 (0) Rock Salt
2 (0) Salt - Ice Control

3. Click Add File to add attachments

Add file Name and Description
Click Choose File to browse your computer for a file

Click Search File to search for a specific file on your computer
7 Clicl, €Cavn Q. Evik wwihan finichad laadinag tha fila

Open Market Bid 16-AGENCY-TEST-B-184 Status: 2Bl - In Progress [EE"]

o v s

General

Items ‘ Address  Accounting Routing  Attachments Notes Bidders Questions Amendments Q&A Reminders Summary

Add File

o Name is the display name for the file that will appear where attachment repository files are displayed. It can be different from the name on disk and can contain alpha
characters up to a maximum length of 200.

Name*: O

Description:
File™: Choose File | Mo file chosen
Search File
Location: agency O O O

Save & Exit I Save & Continue ] Reset il Cancel & Exit |

Copyright © 2016 Periscope Holdings. Inc. - All Rights Reserved.
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Update Item Files

Select Show Vendor to show to all vendors

Select Delete to delete attachment

Click Save & Continue to save changes

Click Name to update Description or download attachment

P wnN e

General | Items | Address Accounting Routing Attachments Notes Bidders Questions Amendments Q&A Reminders Summary

General Address Accounting [LUCHIESEIE Notes  Questions

Show
Name Description Vendor Attached By Attached Date Delete
e Test Document Test o Laura Batson 0112/2018 e @
Save & Exit e\ Save & Continue | | Add File || cancel &Exit
5. Update Description
6. Download file, click
7. Click Save & Exit
Attachment File Detail: Test Document
Name™® Test Document
Description: |Tes| Document
File: é Test Document~1.docx
Locaticn: agency
Size: 11,366 bytes Last Modified On Disk: 01/06/2016 04:12:34 PM
Uploaded: 01/06/2016 04:12:34 PM Upleaded By: Laura Batsen
‘ Save & Exit | | Save & Continue | | Reset | ‘ Cancel & Exit
Copyright @ 2016 Periscope Holdings, Inc. - All Rights Reserved.

@ Other information must be updated by deleting and adding a new file.

Items Tab: Notes

This notes section allows the user to add notes to specific items. To add notes to all items, go the main
Notes tab for the bid. A note is similar to a post-it note as an internal communication.

Enter Notes for Specific Items

1. Select Notes sub-tab
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2. Click Item # to add notes to that item

Open Market Bid 16-AGENCY-TEST-B-184

General | tems | Address Accounting Routing Attachments Notes Bidders Questions Amendments Q&A Reminders  Summary

General Address Accounting Attachmentom Questions

Item # (Note Count) Item Description

(2]

=

(0) Rock Salt

L]

(0} Salt - lce Control

Copyright @ 2016 Periscope Holdings, Inc_ - All Rights Reserved

Update notes

Click Save & Continue to save notes and continue adding more notes
Click Save & Exit to add note and exit to PO

Click Reset to reset screen display

Click Cancel & Exit to exit without saving

Noubhw

Open Market Bid 16-AGENCY-TEST-B-184

General | tems | Address Accounting Routing Aftachments Notes Bidders Questions Amendments Q&A Reminders  Summary

General Address Accounting Attachments(1) m Questions

Item #1: Rock Salt

Delete All Note Date User Note
O

A

(4) (5] 6 (7]

Save & Continue | ‘ Save & Exit | ‘ Reset | | Cancel & Exit |

Copyright © 2016 Periscope Holdings, Inc. - All Rights Reserved.

Items Tab: Questions (Not used by State)

The Questions tab allows the user to create questions for the vendor to answer with a specified
response type when responding electronically to the bid. To add questions to apply to all items, go the
main Questions tab for the bid.

Select Questions sub-tab

Click Select Item to add a question to a specific item

Select Required if this question is required for the vendor to respond
Enter the question

A wnN e

See Bid Question Field Descriptions. All fields with an Asterisk * are required




5. Select Response Type from drop-down

6. Click Apply to Selected Items to add the question to the item(s) selected. To remove a question
after it is added, click on Item #, Select ‘Delete’ or ‘Delete All’ then ‘Save & Exit’

7. Click Reset to reset fields

Open Market Bid -16-AGENCY-TEST-B-137 Status: 281-1
General | Mems | Address  Accounfing  Roufing  ASschments{1)  Noles(1) Dldders Cuesfions Amendments Q&A  Remindars  Sumemary
conen saan ssmng stucnonnts o [y €9
Zasctitem  temE  Question # @usction Ssquanca £ Raguirsd Qusstion Raesponss Typs Salect Question
o O 1 {0y AciaEtion senice of Encrypiion lasures br each Indkidual I3pp uk
O 2 {0) Bulkding Consulting

©
G m“:‘&";:“;:"- U o

om

Bid Question Response Type Descriptions

AVAILABLE .. 9

Available Availability response

Average Average rating - poor to excellent
Comment Comment response - extended text
Scalel0 Rating scale from 1 to 10

Scalel5 Rating scale from 1to 5

Text Basic text response

True False True or False Response

Yes No Yes or No Response

Address Tab

The Bid Address tab is auto populated with the Ship-to Address and Bill-to Address from the Requisition.
If the buyer starts the Bid document from scratch, the Ship-to Address and Bill-to Address is auto filled

by the default for the user's setting.

1. Select Address tab
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Open Market Bid 16-AGENCY-TEST-B-184 Status: 2BI -

General IO Address ‘Accountlng Routing  Attachments  Notes Bidders Questions Amendments Q&A Reminders Summary

Ship-to Address Bill-to Address
TEST - Test Address Suffix Q O TEST - Test Address Suffix QO
Stratton Office Building Stratton Office Building
401 S. Spring Strest 401 S. Spring Street
Springfield, IL 62706 Springfield, IL 62706
us us
Email: test@periscopeholdings.com Email: test@periscopeholdings.com
Phone: (555)555-5555 Phone: (555)555-5555

| Save & Continue I Apply Ship-to to All ltems il Apply Bill-to to All ltems |

Copyright @ 2016 Periscope Holdings, Inc. - All Rights Reserved.

To change Ship-to or Bill-to-Address, click to search for new address
Enter Search Criteria

Click Find It

Select a new address

6. Click Select to update address

ua b WN

Lookup Item Ship-to Address - Open Market Purchase Order 16-AGENCY-TEST-P-177/ temNbr:1

Search Using: | AL of the criteria v

Search Fields: pepartment ID Department Name
Department Suffix ID Department Suffix Name.
Location ID Location Name
City County
Browsebyy ABCDEFGHIJKLMNOPQRSTUVWXYZ
[ Find It [l Clear |
Select Department Department Department Department Address Info
13 Name. Sufix Suffix
[ Mame
123450780 Administrative Opsrations ADO Adminstretive Operstians Stratton Office Buiding
401'S. Spring Street
Springfieid, IL 82708
us
Email: test@periscopshoidings. com
Phone: (555)555-5555
TEST Property Management 00002 Testo2 Conta
Address Line 1
City, TX 55555
us
Email: test@tast.com
Phone: (555)555-5555
TesT Praperty Management TesT Test Address Suffix Stratton Office Buiding
4015 Spring Strest
Springfiekd, IL 82708
us
Emsil: test(@periscopehkings. com
Phane: (555/555-5555
TesTO2 Information Services TeST2 TesTO2 Stratton Office Buiding
401 5. Spring Strest
Springfieid, IL 62708
us
Emsil: test@periscopeholdings. com
Phone: (555)555-5565
TESTI24 Testizs 1481 TEST1Z24 Craig TEST

123 ABC Strast
Springfiekd, IL 62708
us

Emsil: oraig. wiliams@ilinois. gov
Phone: (217)903-2327

[ Select ][ Close Window |

it 2. 214 Parisoona Holdinas e 41l Biohts Bacaned

7. Click Save & Continue to save changes and continue
8. Click Apply Ship-to to All Items — to apply the ship to address changes all items on Bid
9. Click Apply Bill-to to All Items — to apply the bill to address changes to all items on Bid
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Open Market Bid 16-AGENCY-TEST-B-184

General  Items | Address ‘Accounling Routing  Attachments Notes Bidders Questions Amendments Q&A Reminders Summary

Status: 2BI -

Ship-to Address Bill-to Address
TEST - Test Address Suffix Q TEST - Test Address Suffix
Stratton Office Building Stratton Office Building
401 S. Spring Street 401 S. Spring Street
Springfield, IL 62706 Springfield, IL 62706
us us
Email: test@periscopeholdings.com Email: test@periscopeholdings.com
Phone: (555)555-5555 Phone: (555)555-5555

| Save & Continue Il Apply Ship-to to All ltems I Apply Bill-to to All ltems |

Copyright © 2018 Periscope Holdings, Inc. - All Rights Reserved.

Q

Accounting Tab

This is where you can apply the same accounting information to all items. To itemize accounting go to

the accounting sub tab under Items tab.

1. Select Accounting tab
2. Click Qto search for Account Code

Open Market Bid 16-AGENCY-TEST-B-218 Status: 281 - In Progress 2]

General  Items 1 }Accounting|Rnuhng Attachments Notes Bidders Questions Amendments Q&A Reminders Summary

Total Extended Amount = |2000000.00 Unapplied Distribution Amount= |0.00
Delete All Fiscal Year special Procurement™ Budget FY* Fund™ Agency™ orgiDiv* Line/Maj Obj* Seq Prefix™ Seq Suffix™ Percent
0.0

‘Will Federal Funds be used? v | Ifyes, please provide the CFDA#.:
Wil a Grant Funding Source be used?:|No v
Account Gode: Q

8 NOT APPLICABLE 2016 0999 999 99 1900 00 00 100.0
Wil Federal Funds be used? v | lfyes, please provide the CFDA#. .
Will a Grant Funding Source be used?:|No v
Account Code: NOT APPLICABLE-2016-0399-999-39-1900-00-00 Q O

Total 100.0

Enter search criteria
Click Find It
Select Account Code
Click Select

o b Ww
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Dollars

0.00

2000000.00

2000000.00




Lookup Account

e Search Using: | 5| | of the criteria ¥

Search Fields: Account Code Description

Browse by: ABCDEFGHIJ MNOPQRSTUVWXYZ
01 6789

2345
[ Find It Il Clear

Select Fiscal AccountCode Q- Description Available Maximum Pre-Encumbered Encumbered Expended Budget

Year Dollars Dollars Dollars Dollars Dollars Dollars

e 2016 PURCHASE OF CARE-2016-0955-558-98-1500-00-00 AGENCY TEST ACCOUNT 4 s0.00 50.00 $0.00 5000 $0.00 50.00
2016  NOT APPLICABLE-2016-0995-95%-58-1500-00-00 AGEMCY TEST ACCOUNT 1 £0.00 50.00 £0.00 $0.00 £0.00 50.00

2016  FARM LEASE/'COMCESSION-2016-05999-558-99-1500-00-00 AGEMCY TEST ACCOUNT & $0.00 50.00 $0.00 $0.00 $0.00 50.00

2016 EMERGENCY-2016-0999-995-95-1500-00-00 AGENCY TEST ACCOUNT 3 $0.00 $0.00 $0.00 $0.00 $0.00 S0.00

2016  ARTISTIC COR MUSICAL SERVICES-2016-0959-99%-55-1500-00-00 AGEMNCY TEST ACCOUNT & £0.00 50.00 $0.00 $0.00 $0.00 50.00

2016  ANTICIPATION OF LITIGATION-2016-0989-955-95-1500-00-00 GGENCY TEST ACCOUNT 2 50.00 50.00 50.00 $0.00 50.00 50.00

[ Select || Close Window

7. Click Save Based on Dollars — to save based on dollar amount entered, or

8. Click Save Based on Percentages — to apply changes and save based on percentages entered
9. Click Cancel & Exit to exit without saving

Open Market Bid -16-AGENCY-TEST-B-137 status: 221 n Frogress [

Genaral | Hems | Aodress  Accounting  Roeting  ASschmenimil)  Motesil)  Sidders  Ousstions  Amandman= Q24 Reminders  Summary

General  Address WESEIUUEN agaotments  Mofesiz  GuesBons

Heen #2: Bullding Consuliing

Diadeds a0 Fisoal Year chard™ Fund' org' ascount” Program” Aty Logation Exiendsd Aovount Cods Paroant Doltars.
O
N o | la | la | o | o | la b Jle ]
rant Funding Sauros*- [N, | win Feserat Funds be usaas - | |
sz cuae: | | a
O . [ o [= la [c la [ la | la | |q s
rant Funaing souros < [N _ | e Faserat Funss 5s wsesa - | |
Acciet Code: | C-A-B-C-F- - | a
=t | | 100.0 1440.00
FRPSE— o e o Comy Assounting From tem s [Hesder | | com
Sawe Based on Dollars ‘Sawe Based on Pancamages st Cancel & Exit

Accounting Field Descriptions

FieldName ~ Deseription
Custom Columns Any fields visible on the screen that are not referenced in this manual or the
online help, may be custom columns or fields created and maintained by the
Internal or Organization Administrators. For additional information on those
fields, reference the Custom Column Quick Reference Guide.

Routing Tab

The routing that a Bid must follow for approval is determined by the applicable approval paths. The
approval path is displayed on the Routing Tab. This tab remains blank until an approval path is
determined when the bid is submitted for approval.
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Open Market Requisition 16-AGENCY-TEST-R-310 Status: 1RRA - Ready for Approval  [B]

General Items Vendors Address Accounting | Routing ‘Anachmenls Notes Reminders ~ Summary

Approval Path - TEST11 - ( NIGP for Dogs )

Order Approver Alternate Level Date Requested Date Action Comments
Sequence Approver

1 Brock Fotis 1 01/13/2016 01:49 PM

Approval Path - TEST12 - ( NIGP for Dogs )

Order Approver Alternate Level Date Requested Date Action Comments
Sequence Approver
2 Brock Fotis Rachel Johnson 1

Bid Routing Field Descriptions

Approval Path (header) Approval Path ID of applied approval.

Order Sequence Approval sequence of the approval.

Approver The names of the approver.

Alternate Approver The name of the alternate approver(s) associated with the approver.
Level The level of the approver (the lowest level approves the Bid first).
Date Requested The date the approver was sent notification to approve the Bid.
Date The date the approver approved, disapproved or cancelled the Bid.
(Approved/Disapproved/Cancell

ed)

Action The approval user that approved, disapproved or cancelled the Bid.
Comment The comment entered by the approver during the approval process.

Attachments Tab

Both files and forms (when Form Builder is enabled) can be attached by the agency (BP user).
Attaching files to BidBuy documents is a useful way to include specifications or other guidelines in
procurement documents. The user can attach multiple files such as documents, spreadsheets,

memoranda, etc. and can use the Attachment Tab to upload the files.

The Add Form button allows the agency to attached predefined published forms (such as Sole Source
Justification). Only those forms that are published for the organization (agency) with the specific
document type and specific user role can be attached to the specific document.

For form and file information from CMS and the CPO-GS, see the Attachment Appendix.

Add a File

Select Attachments tab
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2. Click Add File

General  Items  Address  Accounting ‘-! Attachments | Motes Bidders Questions  Amendments Q& A  Remindsrs  Summary

) Ciick Add File to add file sttachments.

Mo File Attachments

@ Ciick Add Form to sdd form sttachments.

No Form Attachments

e [ Add File

[ Add Form

Add file Name and Description

Click Choose File to browse the computer for a file

Click Search File to search in the repository

Click Save & Exit when finished loading the file

Click Save & Continue to save changes made and remain on the same screen
Click Reset — to reset display before saving

Click Cancel & Exit to exit without adding any files

L ooNOU AW

Add File

o Name is the display name for the file that will appear where attachment repository files are displayed. It can be different from the name on disk and can contain alphanumeric characters, space

e €@ O |

Diescription:
File™: o Choose File | No file chosen
Location: agency o o e o
Save & Exit || save&Continue || Reset |[  cancel&Exit |
Add a Form

1. Click Add Form

General ltems ‘endors Address ing  Routing Notes Summary

Files

o Click Add File to add file attachments.

No File Attachments

No Form Attaclmo

Add File I Add Form |

Forms

o Click Add Form to add form attachments.

7. Enter search criteria or leave blank to return all forms
3. Click Find it to find form
4. Click Clear to restart search
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Click Exit to exit

Search Forms

Search Using:  [a|| of the criteria ¥

Search Fields:
First Name

Form Title

©

Find It ||

Last Name

(4]

Clear

Results

Select radio button for Form Title

Exit

e

Copyright @ 2016 Periscope Holdings, Inc. - All Rights Resenved.

Click Edit & Attach Form to edit form and attach to Bid
Enter form information, then click Save and Exit buttons

Click Attach Form to Bid

Search Forms

(8]

Search Using: 4| ofthe criteria ¥

Search Fields:

First Name Last Name
Form Title
| Find It Il Clear
Results
) Select Form Title Form Description
- Emergency Purchase Affadavit Declares an emergency purchase has been made

Total Contract

o

Attach Form

State of Il Contract Value

7]

Edit & Attach Form

Gl bm Ve Ades ooy dg A N ‘Rimmdiu‘SJmmsw
Conf i eseges
+ Changes vt sucezssi,
Due T Cormerl Rerin Whar”™ Uigs Dee Conpesd Sand i Eemd Dbt
DY) a8t craraiers| i (DY snail Satred El Il
0
seind
ﬁ ]
s User 2D Tranng 5 5] ¥ OVEBIIET A Brecsats
for Line Ttea d
O e e arsharges ek mg . Dt Yur chngs et
Saed Cotne Rest

11 Cancel & Exit

Copyright & 2016 Periscope Holdings, Inc

- All Rights Reserved.

Update Files

Attachments can be added and deleted. To update a specific attachment, you need to update the file
outside BidBuy, then delete the old one and add the new one.

1. Select Show Vendor to show to all vendors
2. Select Delete to delete attachment
3. Click Save & Continue to save changes
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4. Click Name to update Description or download attachment

Open Market Requisition 16-AGENCY-TEST-R-457

General Items Vendors Address  Accounting Routing | Attach Motes R d

Status: 1RI - In Progress

Summary

CUCLETRIN Vendor(0)

Show
Name Description Vendor Attached By Attached Date Delete
e Test128 Test128 o @ Laura Batson 011102016 9 @

Show
Name Description Vendor Attached By Attached Date Delete
Emergency Purchase Affadavit Declares an emergency purchase has been made 2] Laura Batson 01/11/2016 [m]
| Save & Continue || Add File | ‘ Add Form ‘
Copyright @ 2016 Periscope Holdings, Inc. - All Rights Reserved.
5. Update Description
ik
6. Download file, click =
7. Click Save & Exit
Attachment File Detail: Test Document
Name™® Test Document
Description: 9 |Tesl Decument
File: é Test Document~1.docx
Location agency
Size: 11,366 bytes Last Modified On Disk: 01/06/2016 D4:12:34 PM
Uploaded: 01/06/2016 04:12:34 PM Upleaded By: Laura Batson
‘ Save & Exit | | Save & Continue | | Reset | | Cancel & Exit

Copyright @ 2016 Periscope Holdings, Inc. - All Rights Reserved.

®

Other information must be updated by deleting and adding a new file

Update Forms
Forms can have multiple versions. If anything is added to a form, it then become the primary form.

Select Show Vendor to show to all vendors

Select Auto Attach to Quote to attach the form to the quote
Select Editable By Vendor to allow vendors to edit the form
Select Delete to delete form

Click Save & Continue to save changes

A
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6. Click Name to view and modify form

Open Market Bid -16-AGENCY-TEST-B-110 Status: 2B - In Progress  [B]

General  Items  Address Accounting Routing | Attachments(1) | Notes Bidders Questions Amendments Q&A Reminders Summary

o Click Add File to add file attachments

No File Attachments

Show
Name Description Vendor Attached By

o Emergency Purchase Affadavit to AG with Actual Cost Affadavit o Laura Batson 01/28/2016 e () 9 O o O
9| Save & Continue | | Add File

7. Click Edit Primary Form to update form

Attached Date Auto Attach To Quote Editable By Vendor Delete

| Add Form

Primary Form Details

Form Name: Emergency Purchase Affadavit
Current Form Yersion: 3

Last Updated: 2016-01-06 16:24:57.293

User Last Updated: LBATSON

Edit Primary Form N
Geneal fems Vendors Acdress Accomtng Routng  Aftachments(2) Votzs(') | Reminders | Summery

Form Versions
‘Confimation Messages
. + Changes saved successfuly.
Compare Form Version
Due Dite" Comnen’® Remird Whon" Days Date Completed Send Date Erfered  Delete
(WWDDIYYY) mat 25 charctrs) Pior (WWDIYYYY) Enal Entered By ul
[}

b
Remind®

# ] 0

o g Be e to User2) Tamng ¥ I:IM ¢ UENBUETAI  Bukfr )

validate the
Accounting Cofe
for Lire Tten 4 )

0 e ey ringtabe. e, |

8. Update form information, then click Save and Exit

@ The updated form defaults as the Primary form.

Compare and Review Forms

1. Select Compare on the forms to compare
2. Click Compare
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3. Review the two forms for changes and click Exit when finished

Primary Form Details
Form Name Emergency Purchase Affadavit
Current Form Version: 5
Last Updated: 2016-01-06 20:53:12.19
User Last Updated: LBATSON
Edit Primary Form E—
[ s e e s s s s o | s e s Vi e o oy, e Vo e vy
ottt Crimmcns
e TR | - - - T~ T g
Compare Form Version - e
8 70 v
D 1 LBATSON » — !
0 2 LBATSON 0 ] [T LR T T DT v @ @ wmee s g
e e
o e Tt funtiy o
O 3 LBATSON .
O i i e eSO 0Pt v e s
4 LBATSON [ Siine | [eitame ||
o 5 LBATSON 01/06/2016 O] Download PDF
Save & Exit | | Save & Continue ‘ | Compare ‘ | Cancel & Exit
4. To view form as PDF, click Download PDF
Primary Form Details
Form Name Emergency Purchase Affadavit
Current Form Version: 5
Last Updated: 2016-01-06 20:53:12.19
User Last Updated: LBATSON
Edit Primary Form
Form Versions
Compare Form Version User Date Created Primary PDF
1 LBATSON 01/06/2016 o Download PDF
0O 2 LBATSON 01/06/2016 Download PDF
O 3 LBATSON 01/06/2016 Download PDF
4 LBATSON 01/06/2016 Download PDF
5 LBATSON 01/06/2016 [0} Download PDF
| saeaext || savescontue || Compare || cancel&Exit

®

Bid Attachments Field Descriptions

Form appears in PDF default viewer to save, print, etc.

Agency (subtab) Files or forms attached by the agency.
Vendor (subtab) Files or forms attached by the vendor.
Name Name of the attachment.

Description Description of the attachment.

File Name File Name

Uploaded Date:
Uploaded By
Location

First Name
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A date range in which the attachment was created in the system.
The user who created the attachment.

The department for the attachment.

First name of the creator of the attachment.



Last Name Last name of the creator of the attachment.
Form Title The title or partial title of the form.
Form Description Description given to form by creator or user who attached it.

- Brand Name Justification

- Emergency Extension Justification
- Notice of Award

- Change Order Justification

Show Vendor Allows vendor to see attachment.
Attached Date Date attachment was added to document.
Notes Tab

The Notes tab allows the user to add, edit and delete notes to provide additional information or special
instructions for internal users. Only the user may edit their note. These notes are associated with all
items on the Bid. To add notes to specific items, go to the Items tab and the Notes sub-tab. A note is
similar to a post-it note as an internal communication.

Select Notes tab

Enter note text

Click Reset to clear form before saving

Click Save & Continue to save notes

To delete a note, select Delete and Save & Continue

Gengral lems Address  Accounting  Routing ﬁltta:hnO Notes{1) | Bidders Qusstions Amendments Q&A  Reminders  Summary

Delete All Note Date User Mote
Trainirg User O
20

O Jan 7, 2018 Training User | Remember this note on 2/22/22
20

£

(4] ©

| Sawe & Continue || Reseat |

Bidders Tab

For an informal Bid, the BP user may see electronic Quotes submitted by vendor before the Bid Opening
Date. After the Bid Opening Date, the notice is not visible online to the public.

Select Bidders tab
Select Bidder Participation and who to notify
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$iaitus: ZEI - In Progre:

Open Market Bid -16-AGEHNCY-TEST-B-137

Cenmral  RETE AZORESS ATIDUTING Roatng AnmomenEll ‘»O‘mrs|-21=—.w Amergmens  QEA  Remingas  Summany

m Bubcontrasiors  Quods Aoty

Sehece ioar DErTICIDETIoN, SPAN OF CIOSAT, NG SEIEC VENGONS 1 RRaly
O P —

O Femsricad i, only Salected vandors oan visw and respond

Dedede AN Viendor ID Vandor Nams Vendor Address Preferred
Dedivery Medhod
D WMclawghiin Services S Mslling Adress: Asd Maw Aserass Emal
Generzl Mailing Address - Tom Mdlaughlin 221 West Wacker Drive Chi.., |
221 Wes? Wiacker Drine
Chikage, 1L G005
D SuinRgn: Fuminae s Sid Malling Address: Ac New Address: ==

[ General Mailing Address - Tom Md.aughlin 1060 West Addison Chicago... . |

1050 Wam: Agdiion
Crloage, L E0S13
us

|:| Show LAk Frices 10 Vengons

D Hide Bid Holder Lis? on Vendor Side
a Sadore you 10K UD D00 VNGNS OF SO0 8 NaW VANGOH. DISESE Saus (O UNSSNED Changes. OTenwise you will iise Tiose Changes. O

Smue £ Comtioe Lookun £ ASd Vengons:

Click Lookup & Add Vendors

Enter search criteria for vendor, including NIGP codes listed on items tab under Additional NIGP
codes
To browse use Browse By and click on letter or numeric entry

Click Find It
Click Clear to empty all data fields
Click Find Vendor for All Commodity Code on the Bid
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Click Close Window to return to previous screen

Search Using: | ALL of the criteria ¥

Search Fields: Vendor ID
Vendor Tax ID
Vendor Keyword
ZIP Code
State

MIGF Class

MIGP Class ltem

MIGP Keyword

Federal Tax Classification
Ethnic Origin

Gender

Veteran Status

Type of Firm

Annual Gross Sales
Mumber of Employees
CDE Prequalified

BEF Certified

Veteran Owned Business

State Use Vendor

IPG Flags

Small Business Set-Aside

Information Certification

Erowse by: ABCDE

Lookup & Add Reference Vendors - Bid 16-AGENCY-TEST-B-184

(6] [7)

[ Find It I Ciear |

Vendor Name

Show Vendor Legal Name
Alternate |D
County

Emergency Suppliers Reference Vendor

Individusl -
Asian / Pacific Islander -

Female Owned

Veteran Owned -

Brokar -

< $500,000 -

Less than 15 -

“fes, prequalified with the Capital Development Board -+
Minority Owned -

‘eteran Owned Business -

ez -

ez -

Active vendor in the lllinois Procurement Gateway

“Yes - Prime -

Yos w

| certify that the information provided is accurate and true.

GHIJKLMNOP STUVWX
78910

Find It Il Clear |

[9)

| Find Vendars far Al ity Codes onthe Bid | | Close Window

Copyright @ 2016 Perizcope Holdings, Inc. - All Rights Resenved.

Bid Bidders Field Descriptions

Unrestricted Bid

Restricted Bid

Vendor ID

Show Unit Prices to Vendors
Hide Bid Holder List on Vendor
Side

Add New Address

Preferred Delivery Method
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When selected, all vendors can view the bid and respond. The general public
can see the bid from the BidBuy login page Open Bid link from bid available
and bid opening date.

When selected, only those vendors who were sent the bid can view and
respond. This will not be public.

If known, enter specific vendor ID

Show the item’s unit price to the vendor.

All bidder names are not viewable to the vendors. The State will allows hide
bid holder list. This is mandatory to select.

Add a new address for vendor Bid Mailing Address

Communication method preferred chosen by vendor



Select Vendor(s) from the Search Results

Select radio button next to Vendor ID
Click Save & Exit to save vendor selection and return to Bidders tab

Click Save & Continue to save selection and continue to search for another vendor
Click Find Vendors for All Commodity Codes on Bid to find vendors registered to those
commodity codes

Lookup & Add Reference Vendors - Bid -16-AGENCY-12345-B-139
Vendor Lookup

Select Vender ID Vendor Name Alternate Last PO Date Last Bid Date Address City State Contact Name Phone Reference Vendor
ID
(D V00000198 Kirk Batson Feb 4, 2016 132 Main Street  Chicago  IL Laura Batswon  (444)444-4444  No
00000095 Kirk Enterprises O O O 123 Main Street Chicago IL Olrk Smith (555)555-5555 No
| Save & Exit H Save & Continue ‘ ‘ Find Vendors for All Commodity Codes on the Bid ‘ | Close Window |

Click Close Window to exit without saving

Bidders Tab: Subcontractors

If the agency is required to include subcontractor goals on the bid, that can be enabled using the
Subcontractors sub-tab. For example, if the agency is using BEP goals, the goal information is added on
this subcontractor tab.

Select Subcontractors tab
Enter and select criteria for subcontractor, including the Target %

Click Save & Continue to continue adding criteria for subcontractors
Click Save & Exit to return to Bidders tab

Click Reset to clear changes before saving

Click Cancel & Exit to exit

General Hmdless Accourting  Routing  Aftschments  Motes(1) | Bidders | Questions Amendments Q&A Reminders Summary

S

senera ot Aciviy

Designate the nead for subcontractors nd the type preferred by wandor catagory.

Suibcontractors must be certified in st least 1 bid ftem NIGP code:
Suibcontractors must acknowiedge inclusion:

Hours from bid clasing for subcontractors to scknowiedge inclusion: 0.0

Delete All Vendor Category Mandatory Target %

Category
Cartified Vendors
Only

IPG Flags 5.0

© 0 06 o0

__Save & Continue | | Save & Exit Cencel & Bxit |

Bid Subcontractors Field Descriptions
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Designate the need for
subcontractors and the type
preferred by vendor category.
Subcontractors must be
certified in at least 1 bid item
NIGP code.

Subcontractors must
acknowledge inclusion.

Hours from bid closing for
subcontractors to acknowledge
inclusion.

Vendor Category

Mandatory

Category Certified Vendors
Only
Target %

Free form field to describe subcontractor requirements.

Check to require subcontractors to register with at least 1 NIGP code on one
of the items on the bid. This does not apply to the additional NIGP codes
listed at the bottom of each item.

Check to require subcontractors to acknowledge inclusion.

Vendor(s) added on the quote as a subcontractor will be asked to login to
BidBuy and acknowledge they were included on the prime’s quote. If
checked, vendors will not be disqualified if their subcontractors do not
acknowledge inclusion, the Quote will display a warning notification.

Enter hours before bid opening date/time that subcontractors have to login
to BidBuy and acknowledge inclusion.

Add preferred categories for subcontractors.
Make categories mandatory for inclusion.

Make subcontractors certify they meet category requirements.

Enter target percent of subcontractor participation.

Bidders Tab: Quote Activity

Quote Activity provides the history of quotes submitted by vendor(s). Agency can view if the vendor
submitted a quote but cannot see the details of that quote until the bid is opened. This is not populated
until after the bid is sent and vendor submits quotes on bid opening date.

Genersl  ltems  Address

Accourting  Routing  Attachments  Notes(1) | Bidders | Questions

Amendments Q&A Reminders  Summary

Sonarl subsoniraciors [T

Vendor ID Vendor Name

00000017 Sils Auto

00000031 Acme123

Vendor Address Preferred Activity

Delivery Method

Bid Mailing Address: 549 Cottage Lane Email No

Jacksonville, IL 52550
us

Bid Mailing Address: 4510 West Gusdsiups Email No

413
Austin, TX 78751
us

Bid Quote Activity Field Descriptions

Vendor ID

Vendor Name

Vendor Address

Preferred Delivery Method
Activity

Responded
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Vendor ID is the unique ID assigned to each vendor account.

Note: Vendor ID is a hyperlink for display of Vendor Profile
information in a popup window.

The Name of the Vendor.

The Address information of the Vendor associated with this Bid.
The Preferred Delivery Method for documents sent to the Vendor.
Activity information for the Vendor, e.g., Quote number submitted
and date and time information, or Quote number withdrawn and
date and time information.

Responded status of the bidding Vendor, i.e., Yes/No.



Questions Tab

The Questions tab allows the user to create specific questions for the vendor to answer with a supplied
response type. The question section allows the user to add questions to all items. To add questions to
individual items, go the Questions sub tab on the Items tab of the bid. Sample question types may be
about specifications or delivery.

Select Questions tab
Select Required if this question is required for the vendor to respond
Enter the question information

P wnN e

Select Response Type from drop-down

Click Save & Continue to continue adding questions

@ See Bid Questions Field Descriptions Table. All fields with an Asterisk * are required.
5.
6. Click Reset to reset fields
7.

To delete a question, select Delete and then, Save & Continue

(1)

General  ltems  Address  Acoounting  Routing  Aftschments  Motes  Bidders | Ouestions | Amendments Q&A Reminders  Summary

Delete All Question # Print Required Question Response Type
o Sequence
o o 1 -] e Are all required forms submitted? AVAILABLE v
o 2o | 0 AVALABLE v 9

Save & Continue REAE

Amendments Tab

Amendments can be created after the notice of bid is posted. They are used to amend the bid and
publish the award date. The Amendment is for public posting during the review period between the
notice of award and the execution of the contract.

Q&A Tab
The Q&A tab is a way for vendors and the agency to dialog within BidBuy regarding the bid. This feature

is only usable before the bid opening, that restricts additional vendors to bid, however, the questions
and answers remain viewable after the bid opening.

Q&A responses are added will be posted as a Bid Amendment, then the public can see Q&A.

1. Enter Q&A information

@ See Bid Q&A Field Descriptions for Q&A tab field descriptions

2. Click Save & Continue to save
3. Click Reset to clear fields before saving
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4. Select Delete, then Save & Continue to delete item

Open Market Bid -16-AGENCY-TEST-B-137 Bistus: 220 in Progress B
General  Bems AdOress  ACCounting Rowing ATachmentsil)  Nowsil)  Biogers  Questions Amenomens | @EA | Reminders Swmmary
Quastion £ Crasisd Dats Usar Craadsd Quastion fubjacd Quastion Answar Ehow AN ‘Ehow Original Vandor Only Dadsds AN
on'Web D
A New: Quote Detsil ir Building =g s o

o evaluation included
Ao WETEOR T0 SUOMT QUESTIONS e o

Send nomfication when vendor SUDMIEING quesTion

| o= )] = |

Bid Q&A Field Descriptions

Question # Automatically generated by BidBuy.

Created Date Automatically generated by BidBuy.

User Created Automatically generated by BidBuy, based on login.

Question Subject User (either vendor or agency) supplied.

Question User (either vendor or agency) supplied.

Answer User (either vendor or agency) supplied.

Show on Web Check to make viewable to all vendors registered in BidBuy

Show Original Vendor Only Check to only make the question and answer viewable to the individual
vendor.

Delete Check to delete, delete will occur after Save & Continue is clicked.

Allow vendor to submit Gives permission to vendor to submit questions.

questions Q&A will be used to allow vendors to submit questions.
The Ad Hoc tool will be used to route the Questions for answer and
approval.

Use Reminders to turn off Bid Q&A
Send notification when vendor  Sends email to agency user when vendors submit questions.
submitting question

Reminders Tab

Reminders are a useful function of the application to send to a specific State user of BidBuy on a specific
date. Use a Reminder to alert the BP user to turn off Bid Q&A.

Select Reminders tab

1
@ See Bid Reminders Field Descriptions for Reminder tab field descriptions

2. Select Due Date

3. Enter Comments

4. Select Remind Whom from drop-down list
5. Enter Days Prior to Remind

6. Select Send Email if desired

7. Click Save & Continue to save reminder
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8. Click Reset to empty all fields not yet saved

Open Market Bid -16-AGENCY-TEST-B-137 o

Genersl  hams  Address  AcCounting  Rowtng  Amschmensid)  Motesil)  Sidders  Questions  Amendmens Q8 A | Remindersid) | Summary

siatus: 281 - inProgress [

‘Confirmation Messages

* Changes saved sucosstully

Dus Dads' Commaant” Fenind Whom Days D Compleded
MDD (max 260 characiers) Frior MDD YY)
L]
Raming”
L e L]
022016 |y et vendor Ml aughin, Tom L] [ m
delivery after
award

L] our g tmmie CARWIEE. your SRETgRS lomt. o 9
Faset

Sawe & Commnus

OROLI0E OT-095E P

9. To delete a reminder, select the Delete and click Save & Continue

Bid Reminder Field Descriptions

Tom McLaughiin

mi}

n®

Due Date Date given to reminder to be completed by

Comment Examples:
- Prep for Vendor Pre-Bid
- Prep for Vendor Opening
- Notify the evaluators

- BEP approvers to review Utilization Plans on each response

Reminders can still be added after the Bid opens.

Remind Whom Identifying the user who is to review the reminder

Days Prior to Remind The number of days prior to the Due Date the reminder is given. “0” will
post the reminder on the due date.

Date Completed The Date that the receiver of the reminder marks as having accomplished
the task.

Send Email Option to send email on the Days Prior to Remind

Date Entered Date the reminder was created

Entered By The user who created the reminder
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Submit Bid for Approval

Summary Tab

The Summary Tab will feature all the data entered and selection choices by the user in the previous
tabs. This gives the user an opportunity to review all applicable information and return to any given tab
to edit errors or update with new information. Red validation errors do not allow you to process the
Requisition until reconciliation. Yellow Errors are warnings, but allow you to process the Bid.

Upon completion of creating a bid the user will have the option on the next step with the status of it
by scrolling down to the bottom of the Summary tab.

At the bottom of Summary tab, click Submit for Approval

Click Cancel Bid to delete Bid

Click Clone Bid to start another Bid with all the settings of the current one
After you click Submit for Approval, Click OK

The page at test.bidbuy.illinois.gov says:

Are you sure you want to submit this Bid?

Account Code Prevent this page from creating additional dialogs.

o

There is no item accounting a

© (2) [3)

| Submit for Approval Cancel Bid | Clone Bid Print

Copyright @ 2016 Periscope Holdings, Inc. - All Rights Reserved.

Submit for Approval

Once the tabs are completed, including all required fields, the user may submit the complete document
for approval. When an approval path is configured for the requisition, the approvers will attach to the
bid and it will move to Ready for Approval status.

If there is an approval path associated with this document, the user will see the approvers and the
status on the summary page.

Click Continue to send approver email to approve

The following 2 approval paths meet the document criteria

Approval Path Path Description Dollar Approvers
Path Type Priority Range
Sequence . User Level Type
TEST11 Manager 2 NIGP for Dogs $500.00-$1,000,000.00 Brock Fotis 1 Primary
TEST12 Manager 2 NIGP for Dogs $50.00-$1,000,000.00 Brock Fotis 1 Primary
Rachel Johnson 1 Alternate

Please click Continue to continue submitting the document, or click Cancel & Exit to nancelOcument submission and go back to the document.

Continue | Cancel & Exit
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When there is no approval path assigned, the user is prompted to select:

R/

*» Automatic Approval — Selecting this will move a document to Ready to Send status. This option
is visible when there are no configured approval paths on the document.

“» Manually Add Approvers — Requires the user to choose from a drop down list with individuals

designated as approvers. The user selects an individual, clicks add approver and then saves the

approval (see example below).

@ The sequence number is the order in which the approver can approve the document.

Select Manually add Approvers to add additional approvers
Select Approvers from drop-down list and click Add Approver
Click Save & Continue to continue

Click Cancel & Exit to exit

e

Open Market Bid 16-AGENCY-TEST-B-184

Mo approval path meets the document criteria. Do you want to manually add approvers or mark the document as approved?

(@) Manually add approvers

() Autornatic approval

Please select an approver if you want to manually add approvers.

Approver@ v || Add Approver e e

| Save & Continue || Cancel & Exit |

Copyright @ 2016 Periscope Heldings, Inc. - All Rights Reserved.

Approve Bid at Home Page

From the Home page, select Bid tab

Click Ready for Approval

Select Bid #

Scroll to the bottom of the Summary tab and select Approve
Click Save & Exit

Click OK

oOUuhsEWNE

| test.bidbuy.illinois.gov says: x[

Approval Actions Are you sure you want to approve this bid? |

|| Prevent this page from creating additional dialogs.

O [o | o
©

Options
0 P '® Approve ' Disapprove ' Cancel Requisition

Comment |

Cancel Requisition H Clone Requisition H Print
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Send Bid to Publish

Once the Bid is approved, the user will send the Bid to publish it online at the date and time of the
Available date.

1. From the Home page, select Bid tab
2. Click Ready to Send to post to vendors
3. Click Bid #

Home - Welcome Back Laura Batson (Proxy User: Rachel Johnson)

News(1) Dashboard Re Bids(30) | PO(84) Approval(1) Receiving(126) My Reminders(7) Events(2) System Messages

In Progress(1) Ready for Apprue O LUAGET LIRS Ready to Open(23) Opened(3) Approved(2)

Bid # Organization Buyer Description Purchase Methed Bid Opening Date
o 16-AGENCY-TEST-B-207 State of lllinois Laura Batson Salt Open Market 03/05/2016 10:18:00 AM

4. Scroll to the bottom of the Summary tab and select one of the options
5. Click Send Bid

Send Bid Actions

OOptiUn( ) . :
'® Change bid status to "Sent" and notify vendors  */ Change bid status to "Sent" only.
)
\ Cancel Bid || Clone Bid Il Print |
6. If you select Change bid status to “Sent” and notify vendors, Vendor Notification Result
displays
7. Click OK

Vendor Notification Result

Subject: Bid Notification - Bid # 16-AGENCY-TEST-B-207, Salt

Email Recipients

Delivery Date: 03/04/2016 10:32:19 AM

Vendor ID Vendor Name Email Address
o V00000110 MORTON SALT INC Evelyn Anderson (test@test.com)

@ Vendors are notified of Bid and able to create a bid
Amend Bid

Once the Bid document is sent or posted online, the vendors can view the bid and respond. During this
time, if there are any changes to the bid, a Bid Amendment is completed. Within the Bid document, the
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user can create a bid amendment using an amendment feature to publically announce any changes to
the bid for as long as the bid remains open. Multiple amendments can be created and published by BP
users.

Once the bid is sent to vendors or posted online, the following changes can be made (see functionality in
creating a bid):

5

*

General Information
Adding Vendors
Q&A

Reminders

X3

¢

X3

¢

X3

¢

Publishing new information to the bid after it is sent is accomplished using an Amendment.

Amendments Tab

Changes to a bid can be completed by an amendment only after the bid has reached “Sent” status. They
are listed in order by date with all information about the amendment. Amendments do not have
approval paths.

Genaral  ltems  Addresz Accounting  Routing  Attachments(1)  Motes(1)  Bidders  Questions | Amendments | Q& A Reminders  Summary

There are no bid amendments for this document.

(1)
1. Click Create Bid Amendment

Amendment Tab: General
1. Select General tab

@ See Bid General Field Descriptions for General tab field descriptions

2. Update information

3. Click Save & Continue
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Bid Amendment - Open Market Bid 16-AGENCY-12345-B-191

‘ General ‘ ltems  Attachments(S) Summsry  Back fo Bid

Bid Number: 1E-AGENCY- 123455191 Description IFB TEST 1.28.18 (2)

Status: 285 - Sert Purchaser® Carter, Kylie -
How Solicited: Emsil Type Code:

Dapartment: 123456780 - Administrstiua Oparations Fiseal Yaar 2ms

Location: OFM - Offios of Finance and Mansgement Organizstion State of lingis

Shaw on Web ] Allow Electronc Responss: v

Recquired Date: 22018 Eid Opening Date:*MM/DDAYYVY HHMM:SS AM or PM) 01/29/2018 02:00:00 PM
Avsilsble Date *{MMDDIYYYY HH:MM:SS AM or PM) 01/20/2016 01:18:00 PM | f§ Purge Date

Bid Type: Open Bid Informel Bic

Control Code: Estimated Cost: $55,000.00 Edit @

Print Dest Detsil Htemste 1D

Purchase Method Open Markat

Tax Rate:

ltem Singje Award Only
Info Cortact:

Pre-Bid Conference:
(Max size: 250 characiers)

Bulltin Cese:
Quate Matification:

Agency Reference Number

Potential BEPIVBP Participation Goal? Yes v
Option Years Available -

Brand Name No v

Procurement Method (Requiring Additional Infermation) : v

Procurement Rationale

Date Last Updsted: 01202018 D1:43:11 PM O

Amendment Tab: Items
1. Under Items tab, select General sub-tab
Update information
Click Item # to update more fields
Click Save & Continue

ua b WO N

Solietation Enabiect:

User last Updated:

Save & Continus

No

Kylie Carter

To add items, click Add Item (see functionality under Items Tab under the Complete Bid Section

Bid Amendment - Open Market Bid 16-AGENCY-12345-B-191

Status: 2BS - Sent [B]

General | Items | Attachments(5) Summary  Back to Bid
@ Attachments(2)
Sort by Column: | Print Sequence v Sort Descending Go
Item # Print ltem Total Cancel All
Sequence Description Cost
Quantity uom Unit Net Total Tax Rate Tax Amount
Cost Unit Discount
Cost Amt.
1 10 Dogs to train as companion dogs for Human Services $5000.00
25.0 EA v 200.00 $200.00 $0.00 oo $0.00
2 20 dog accessories $50000.00
500.0 EA v 100.00 $100.00 $0.00 0.0 50.00
Total $55000.00

o

(5]

|  Save & Continue || Search Inventory Items Il Add Item

on page 39)

Select Attachments tab

Select Item # to add attachment to a specific item
Click Add File and add attachments (see Attachment tab for functionality in Complete Bid

Section, page 50)
9. Click Save & Continue to add additional files
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10. Click Save & Exit to save new changes

Bid Amendment - Open Market Bid 16-AGENCY-12345-B-191

General Items Attachments(5) Summary Back to Bid

(I LI Attachments(2)

o Click Add File to add file attachments.

@ elo File Attachments e

| Save & Exit | save&Continue | Add File | Cancel & Exit

Amendment Tab: Attachment(s)
1. Select Attachments tab

2. Update attachments and forms (see Attachment tab for functionality in Complete Bid Section,
page 50)

Bid Amendment - Open Market Bid 16-AGENCY-TEST-B-184

General !! Attachments(2) | Summary Back to Bid

Status: 2BO - Opened [

Show
Name Description Vendor Attached By Attached Date Delete

Test Document~3.docx view details Laura Batson 0112/2016 o

Show

Name Description Vendor Attached By Attached Date Auto Attach To Quote Editable By Vendor Delete
Emergency Purchase Affadavit Declares an emergency purchase has been made Krysti Rinaldi 01/19/2016 () O (]
Save & Continue | | Add File i Add Form

Apply Amendment

An amendment does not have an approval path, so the State mandates that a reminder is sent to the

required approvers, such as the APO, SPO, etc. The State Purchasing Officer will apply the amendment
and will be notified via Reminder.

Reminders Tab

Reminders are a useful function of the application; they can be sent to a specific State user of BidBuy on
a specific date.

1. Select Reminders tab

@ See Bid Reminders Field Descriptions for Reminder tab field descriptions




Select Due Date

Enter Comments

Select Remind Whom from drop-down list
Enter Days Prior to Remind

Select Send Email if desired

Click Save & Continue to save reminder

Click Reset to empty all fields not yet saved

Open Market Bid -16-AGENCY-TEST-B-137 O stotus: 281 - Progress [

Gemeral Remm AdUress  ACcouTng  Rowing  ASachmensil)  Nowsil)  Bdoers  Guestions  Amenomens G5 A | Remindersi) | Summary

‘Confirmation Messages

* Changas saued successhlly

Dus Date’ Comment™ Remmind Whom' s et Compietzd 2end Dae Enterea Deisle
[ ] (max 260 oharscsrs) Friar DDV Emall Emerad By an
L]
Remming” D
L Im L] O
02/12/2016 | iR Zet vendor McLaughlin, Tom ] [ e 02023018 070858 P Tom Mcsughin 0
delivery after
award

W) Fiemme saue your changes betors soring tatie. Dheniss, jour changes will be jost. O O
Rz

Save & Comtnus

To delete a reminder, select the Delete and click Save & Continue

Bid Reminder Field Descriptions

Due Date Date given to reminder to be completed by
Comment Examples:
- Prep for Vendor Pre-Bid (R
- Prep for Vendor Opening
- Notify the evaluators
- BEP approvers to review Utilization Plans on each response

Reminders can still be added after the Bid opens.

Remind Whom Identifying the user who is to review the reminder

Days Prior to Remind The number of days prior to the Due Date the reminder is given. “0” will
post the reminder on the due date.

Date Completed The Date that the receiver of the reminder marks as having accomplished
the task.

Send Email Option to send email on the Days Prior to Remind

Date Entered Date the reminder was created

Entered By The user who created the reminder

Summary Tab
1. Under Summary tab, enter amendment comments
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2. Click Save & Continue to save new changes
Click Apply Bid Amendment to apply changes to bid

If Apply Bid Amendment is not selected, the changes will not impact the Bid.

4. Click Delete Bid Amendment to delete the amendment
5. Click Back to Bid to return to main bid screen

Genaral  |tems  Attachments | Summary Back to Bid

‘Comment for the whole bid amendrent:

Amendment for date and quantity

Header/fitem Changes

There are no recorded hesderfitern changes.
@ After you click "Apply Bid Amendment’, sl the changes will be updsted in the resl document. e

| Sewe & Cortinue | | Apply Bid Amendment | | Delete Bid Amendment

Open Bid

< Bid Tabulation: When the pre-determined bid opening date and time is reached, the bid is
closed to the public and vendor community. BidBuy automatically tabulates the responses by
price and presents the lowest price for consideration as the award.

< Bid Summary and Award: When responses have been tabulated, a recommendation for award
can be made. The user may view all responding Vendor pricing and select the lowest responsive
and responsible Vendor. Items can be awarded per Vendor or per Item Number dependent
upon the availability to do so in the solicitation.

The Bid tabulation process is a feature of BidBuy that assists with determining who should be awarded
the bid. Within the process, the user will also find the Scorecard feature. Scorecard can be accessed only
after the bid has been sent and it is past Open Bid Date, or in Ready to Open status.

1. To begin the process, from the bid’s summary page, scroll to the bottom and click Bid Tab

@ This link is not available until after the Bid Opening Date
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(1)

Bid Tab Cancel Bid Clone Bid View Quote History Print

Bid Tab: Quote Tab

From the Quotes tab, the user can view quotes that have been received, electronically. Additionally, the
user can create a new quote for quotes that come in via paper copy.

NOTE: The vendor must be registered in BidBuy prior to entering the quote

Create Manual Quote

To view quote information, click Quote #, Vendor ID and/or View Quote to display that
information in a popup window
To add a new vendor quote, click Create New Quote

Bid Tabulation for Bid #-16-AGENCY-TEST-B-109
Revisions Items Header Questions ~Subcontractors Routing  Aftachments Score Summary  Back 10 Bid
Total Number of Submitied Quotes: 1

Quote # Description Vendor ID Vendor Name Submit Date View Quote

O Q00000122 New Copier O 00000031 Acmet23 11182015 11:01:38 AM O View Quote
Q Create New Quate
Copyright © 20%9PEriscope Holdings, Inc. - All Rights Reserved

Negotiated Quotes

When a quote is entered for a negotiation, the BP user will enter a new quote for that
vendor and make note that it was entered as part of the negotiation process/manually
entered. Description should state default info, but add "NEGOTIATED" so users can
easily identify the negotiated quote.

v’ Attach the submitted negotiated documents to the Quote

v’ Enter the date the negotiation was received on the General tab of the Quote.
An error message will appear stating the Bid will be marked as late, click OK.

v"  Enter other information as needed, such as Terms and Conditions

v" Submit the Quote

v" Once submitted, deselect the vendor’s prior submitted Quotes from
consideration.

v" Award process to follow as normal.

Quote: General Tab
Select General tab
Enter General Information
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Click Save & Continue

New Quote

Beneml‘HEms Questions  Subcontractors  Terms & Conditions ~ Attachments  Evaluations Preference Reminders  Summary Back to Bid

Quote #
Organization,
Status:
Vendor*,
Delivery Days:
Bid Flag
Shipping Terms:
Ship Via Terms:

Promised Date
(MMDDIYYYY)
Info Contact

Comments:

Are you registered and active in IPG?*
If Yes, did you attach Form B2 * -

If No, did you attach Form A7*
Self-fulling BEPVEP Goal*

Date Last Updated

State of lllinois
In progress

Yes v
Yes v
Yes v

Bid #: 16-AGENCY.TEST.B-109
Description™ New Copier

Q F@&?SSW@%H.MM S5 AM ar P} ]
Discount Percent 0.0 %
Altemnate Bid
Freight Terms: v
i Payment Terms B

N
i Print format Quote +

User Last Updated,

O Save & Continue

Quote Field Descriptions

Quote Number
Bid Number
Description*

Status
Vendor*

Received Date*

Delivery Days
Discount %
Bid Flag
Promised Date
Print Format*

Info Contact

Comments
Custom Columns
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This number is automatically generated when the user selects Save &
Continue.

This number was automatically generated when the user selects created the
Bid. This Quote is linked to the Bid Number.

Enter a short description to help identify the bid. Use Complete words, not
abbreviations. Start with alpha agency identifier, and then describe the item
to be procured. Use noun, adjectives

The current status of the bid.

Using the dropdown menu, if available, select a vendor for this quote. The
default of the vendor is determined by the configuration of the system.
Note: the vendors only show up if they have been added previously.

The date the bid was receive by the State. Enter the date and time
(MM/DD/CCYY HH:MM:SS AM or PM) or use the calendar lookup icon to
select the date and time of the receiving date or use the calendar lookup
icon to select the date and time.

Number of days for delivery

Any discount the vendor is providing

Yes or No

Enter the date (mm/dd/yyyy) the commodity or service is/was promised for
delivery.

Use default Bid Print New = Using the dropdown menu, select an Agency
defined print format for this bid.

Enter the contact information of the individual who can be contacted for bid
information.

Adds additional text. Free form field up to 500 characters including spaces.
Any fields visible on the screen that are not referenced in this manual or the




online help, may be custom columns or fields created and maintained by the
Internal or Organization Administrators. For additional information on those
fields, reference the Custom Column Quick Reference Guide.

Quote: Items Tab

1. Select Items tab, then General tab
2. Update fields
3. Click Save & Continue

Quote Q00000133 - Batson Enterprises

wﬂuesﬁens Subcontractors  Terms & Conditions ~ Aftachments  Evaluations Preference  Reminders  Summary Back to Bid

Evalations

Sortby Column: [Print Sequence ¥ | ) SortDescending [ Ga |

ltem # Print Questions Description
Sequence  Exist

Quantity Uom Unit Cost Discount % Tax Rate Freight Extended Amount No Bid No Charge
1 1.0 No New Copier

v o @ w0 [ ew @ | =

e —"
.

Quote Response Total $0.00
@ Discount only quotes indicate discount amount off of list catalog price.

Save & Continue

Copyright® 2015 Peristape Holdings, Inc. - All Rights Reserved.

G) State does not use Evaluation Sub-Tab for Items.

Quote: Questions
1. Click Questions tab
2. Respond to the question(s)

rs must be registered in BidBuy before entering them into the system.

General!! Questions | Subcontractors Terms & Conditions  Attachments ion: Preference  Remil Summary Back to Bid

Question # Required

Question Response
o 1 No Do you sell copiers

O ves
O No

e Save & Continue

Copyright® 2015 Periscope Holdings, Inc. - All Rights Reserved.

3. Click Save & Continue

Quote: Subcontractors
1. Select Subcontractors tab
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Click Lookup & Add Vendors

Quote Q00000167 - Batson Enterprises

General  Items Queo‘ Subcontractors | Terms & Conditions ~ Attachments  Evaluations ~ Preference  Reminders — Summary Back to Bid

Participation information BEP
Subcontractors must be certified in at least 1 bid item NIGP Code: No
Subcaentractors must acknowledge inclusion: No

Hours from bid closing for subcontractors to acknowledge inclusion: 0.00

Goal Type Mandatory Certification Target % Your %
Required
BEP Certified No No 20.0% 0.00%

Enter subcontractor participation, and select vendor category participation type and amount. Note that this solicitation has targeted goals as listed below. If the vendor is a general subcontractor, and not
part of the participation goal, select none for the goal type. Also note that if the vendor certified flag is yes, the subcontractor must be certified in order to be used. To list a vendor for more than one goal
type, enter the vendor selected goal type for each.

Quote Total: $13,750.00

Please click lookup and add vendor button to add subcontractor item.

Save & Continue | Save & EinO‘ | Lookup & Add Vendors |

Enter search criteria for vendor

To browse use Browse By and click on letter or numeric entry
Click Find It

Click Clear to empty all data fields

Click Find Vendors for All Commodity Codes on the Bid

Click Close Window to return to previous screen
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Lookup & Add Reference Vendors - Bid 16-AGENCY-TEST-B-184

Search Using: | ALL of the criteria ¥ O O

[ Find It [ Ciear |
Search Fields: Vendor ID Vendor Name
O Vendor Tax ID Show Vendor Legal Name
Vendor Keyword Alternate |D
ZIP Code County
State v

Emergency Suppliers Reference Vendor

NIGP Class b
NIGP Class Item v
NIGP Keyword
Federal Tax Classification
Individusl -
Ethnic Origin
Asian / Pacific Islander -
Gender
Female Owned +
Veteran Status
eteran Owned -
Type of Firm
Brokar -
Annual Gross Sales
< $500,000 -

Number of Employees
Less than 15 -
CDE Prequalified
‘fes, prequalified with the Capital Development Board -

BEF Certified

Minority Owned -
Veteran Cwned Business

‘eteran Owned Business -
State Use Vendor

Yoz -
IPG Flags

Yes -
Active vendor in the [llinois Procurement Gateway

‘fes - Prime -
Small Business Set-Aside

fes v

Information Certification

O Erowse by: ABCDEFG
2 567

| certify that the information provided is accurate and true.

JKLMNOPQRSTUVWXYZ
1

[ Find It Il Clear | O O

|_Find Vendors for All Commodity Codes on the Bid | | Close Window

Copyright & 2018 Periscope Holdings, Inc. - All Rights Reserved.

Select Vendor(s) as Sub-Contractor(s)

Select radio button next to Vendor ID
Click Save & Exit to save vendor selection and return to Bidders tab

Click Save & Continue to save selection and continue to search for another vendor
Click Find Vendors for All Commodity Codes on Bid to find vendors registered to those

commodity codes
Click Close Window exit without saving

O Select Vendor ID Vendor Name Alternate Last PO Date Last Bid Date Address City State Contact Name
ID
V00002460 Kirk Enterprise 32Land ofthe Free  Homeland OK Kirt Smith
V00002461 Kirk Enterprises 123 Freedom Road  Springfield 1L Kirk Smythe
00000095 Kirk Enterprises 123 Main Street Chicago IL Kirk Smith

© (4]

| Save & Exit | Save & Continue | Find Vendors for All Commodity Codes on the Bid I Close Window

Select Goal Type and enter Estimated Dollars
Click Save & Continue to continue with updates
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Click Save & Exit to save changes and exit

Quote Q00000167 - Batson Enterprises

General  Items  Questicns | Subcontractors | Terms & Conditions ~ Attachments  Evaluations  Preference  Reminders — Summary Back to Bid

Participation informaticn: BEP
Subcontractors must be certified in at least 1 bid item NIGP Code: No
Subcontractors must acknewledge inclusion No
Hours from bid ¢lesing for subcontractors to acknowledge inclusien: 0.00

Goal Type Mandatory Certification Target % Your %
Required
BEP Cerified Ne Ne

20.0% 72.73%

Enter subcontractor participation, and select vendor category participation type and amount. Note that this solicitation has targeted goals as listed below. If the vendor is a general subcontractor, and not part of the participation goal, select none for the
goal type. Also note that if the vendor certified flag is yes, the subcontractor must be certified in order te be used. To list a vendor for more than one geal type, enter the vendor selected goal type for each

Quote Total: $13,750.00

Delete All Vendor ID Vendor Name

Goal Type Estimated Estimated
Percentage Dollars
V00002460 Kirk Enterprise BOemﬂed O v 7273% 100000

| Save& Continue || Save & Exit | | Lookup & Add Vendors |

Quote: Terms & Conditions

The attachments that the Basic Purchasing user added when creating a bid are listed on the Terms &
Conditions tab.

Select Terms & Conditions tab
Respond to question
Click Save & Continue

Quote Q00000133 - Batson Enterprises
General Items  Questions SubcontraO ‘ Terms & Conditions | Attachments  Evaluations  Preference  Reminders  Summary Back to Bid
Do you accept the terms & conditions of the bid?
Yes Yes with exceptions No
If you do not fully accept the terms & conditions, please note the exceptions below:
A
Save & Continue

Copyright © 2015 Periscope Holdings, Inc. - All Rights Reserved.

Quote: Attachments
Select Attachments tab
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Quote Q00000133 - Batson Enterprises

General  Items  Questions  Subcontractors Terms&Condio Attachments | Evaluations Preference  Reminders  Summary Back to Bid

o Marking an item "Cenfidential” will ensure the decument is only seen by relevant personnel and will not be displayed publicly.

o Click Add File to add file attachments.

No File Attachments

€ Click Add Form to add form attachments.

No Form Attachments

| Add File || Add Form
Copyright @ 2015 Periscope Heldings. Inc. - All Rights Reserved.

2. Go to main Attachment Tab above for functionality (page 50)

Quote: Evaluations & Preference - Not used by the State

Quote: Reminders

Reminders are a useful function of the application to send to a specific State user of BidBuy on a specific
date.

Select Reminders tab

Select Due Date

Enter Comments

Select Remind Whom from drop-down list
Enter Days Prior to Remind

Select Send Email if desired

Click Save & Continue to save reminder

Click Reset to empty all fields not yet saved

© N U ks WN e

® See Bid Reminders Field Descriptions for Reminder tab field descriptions

® To ensure that confidentiality is maintained based on the attached documentation. This is extremely
important.

Bid Reminder Field Descriptions

Due Date Date set for task completion
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Remind Whom Identifying the user who is to receive the reminder

Days Prior to Remind The number of days prior to the Due Date the reminder is given. “0” will
post the reminder on the due date.

Date Completed The Date that the user has marked the reminder to be accomplished

Send Email Option to send email on the Days Prior to Remind

Date Entered Date the reminder was created

Entered By The user who created the reminder

Quote: Summary Tab

Select Summary sub-tab
Scroll-down to the bottom and click Submit Quote

(2)

Print | | Submit Quote

Click Back to Bid

Quote Q00000133 - Batson Enterprises

General Items Questions  Subcontractors  Terms & Conditions ~ Attachments  Evaluations  Preference  Reminders ‘ Summau: !Eackto Bid

Bid Tab: Revisions - Not used by the State

The agency can send the bidders requests for revisions.

To begin the process, from the bid’s summary page, scroll to the bottom and click Bid Tab

(1)

| Bid Tab [ Cancel Bid [ Clone Bid || ViewQuote History || Print |

Select Revisions tab

Select Request Revision for vendor(s)

Enter Due Date

Click Create Notification to send to that specific vendor

Click Send Notification to Selected Vendors to send same message to multiple vendors

Bid Tabulation for Bid #-16-AGENCY-TEST-B-109

Qs Lo UL S [tems  Header Questions Routing Score  Summary Back to Bid
G E Email Communication

Revision:| Revision 1 ¥

Request Vendor Quote History Submit Date. Due Date ™ Notification Actions.
Revision

( ) Acme123 O & O Create Nofification

Batson Enterprises View 01/132016 05:15:58 PM 01/45/2016 04:14:00 PM Email sentto
laura batson@catconsult.com at
01/14/2016 04:15:15 PM
A Package Deal, Inc £ Create Notification
APackage Deal, Inc [ Create Notification

O | 'Send Notification ta Selectzd Vendors | | Close Revision Process |
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7. Enter email content
8. Click Choose File to add a file
9. Click Send Revision Request to send the email

55—
Send Quote Revision Email

[ endor Recipients: Acmel23;

Additional Email Recipients: [ ]

From: Lsurs Bstson (lsura.batson@csatconsult. com)

Suect” | \

Text™:

Attachments

No Attachments

8]

File: | Choose File | Ma file chosen
Descripton: | |

| Uoiosd Attscrment _|

Q\mm&mmtll Cancal & Exit

10. Click OK to send the email to vendor(s)

@ The agency is unable to tabulate the bid until the vendor(s) make their revisions and due date

has pasted.

Create Manual Quote

Manual Quotes may be created by the user for vendor responses that are not electronically submitted in
BidBuy.

To begin the process, from the bid’s summary page, scroll to the bottom and click Bid Tab. This will start
the bid tabulation process.

Revision Request Mail Result

Subject Bid # -16-AGENCY-TEST-B-109 - test

Email Recipients

Delivery Date: 01/14/2016 04.14:24 PM

Vendor ID Vendor Name Email Address
00000041 Batson Enterprises Laura Batson (laura.batson@catconsult.com)
@

Copyright @ 2015 Periscope Holdings, Inc. - All Rights Reserved.
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Bid Tab: Items Tab

The Items Tab shows pricing by item for all quotes. BidBuy signifies the lowest quote with two asterisks

Select Items tab

Select checkmark box next to each vendor to award items individually
Select Award All under a vendor to award all Items to that vendor
Select Save & Continue

Bid TabulOor Bid #-16-AGENCY-TEST-B-109

Guotes  Revisions [T Header Questions Routing Score  Summary  Back toBid

Bid Award Validation Warnings

+ The following items are not awarded:1

#ofQuotes perpage; 5 v Sortby; Quote Total v | |Ascending v Go

Total Item Count: 1 Total Awardable Quote Count: 4 Bid Status: 280-Bid Opened (Quotes received and opened. Ready for tabulation)

@ Please make sure that you save your changes before you navigate o another page

Cancel ltem info/Quote info (V00D00216)A Package Deal, Inc: (0000004 1)Batson Enterprises (0000003 1)Acme123 (V00000216)A Package Deal, Inc:
<Quote: QOO000135> <Quote: QOO000133> <Quote: Q00000122> <Quote: QDO00D134>
[Late] [Late] [Late]
New Copier $2,900.00 $3,000.00 §3,000.00 §3,500.00
lle"\#ﬂ Print Sequence:1.0  Status:2BO - Opened . Discount: 0% Freight $100.00 Discount 10%
Quantity:1.0  Uom:EA Discount: 0%, Late Late Discount 0% Late, OT
Totals: §vendor Gross Total $2,900.00 $3,000.00 §3,100.00 §3,500.00
$ Vendor Discount $0.00 $0.00 50.00 (5350.00)
§ Vendor Net Total $2,900.00 $3,000.00 §3,100.00 §3,150.00
5 Preference Discount $0.00 $0.00 50.00 50.00
§ Evaluation Total +2$2,900.00 $3,000.00 §3,100.00 $3,150.00
§ Vendor Freight $0.00 $0.00 5100.00 50.00
§ Awarded $0.00 $0.00 50.00 50.00
Eval Codes
Pref Codes
Award/Unaward All Award All Award All Award Al Award All
Unaward Al Unaward Al Unaward All Unaward Al
Evaluation Code Descriptions:
4ex= Lowest tem Price or Lowest Evaluation Guote Total DT = Discount Only Quote
L Cancel Items I Save & Continue |

Copyright @ 2015 Periscope Holdings, Inc. - All Rights Reserved.

Bid Tab: Header Questions Tab

This tab summarizes the questions and the vendor’s responses.

Select Header Questions to compare the vendor responses to each question

Bid Tabulation for Bid #-16-AGENCY-TEST-B-109

Quotes Revisions O Routing Score  Summary Back to Bid

#ofQuotes perpage] 5~ Sort by’ Quote Total v | Ascending v Go

Question/Answer Q00000135 Q00000133 @00000122 00000134
A Package Deal, Inc Batson Enterprises Acme123 A Package Deal, Inc
#1: Do you sell copiers Yes Yes

Copyright® 2015 Periscape Holdings, Inc. - All Rights Reserved

Bid Tab: Subcontractor Tab

This tab displays any subcontractors associated with a vendor
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Select Subcontractors tab to view the vendor’s responses regarding the subcontractor goals

Bid Tabulation for Bid #00000032

Quotes  Revisions Items HeaderQueO Subcontractors ECITLLE] Score y Back to Bid

o Select sort order and number of vendors per page. Each cell displays the subcontracters andtheir participation, by category. If a general subcontractor is listed who is not part of thetargeted participation
group, the subcontractor is listed in the non-categorized section at the bottom.

Sort By: | Quote Total ¥ Descending v Display: | Percentages v # of vendors per page: 100 v Go

Category / Preference LJConsulting
Quote 00000034
030 None
20.00 % Total: 0.00%
Print

Bid Tab: Routing Tab
The routing that the Bid Tab must follow for approval is determined by the applicable approval paths.
The approval path is displayed on the Routing Tab. This tab remains blank until an approval path is

determined when the Bid Tab is submitted for approval.

Bid Tabulation for Bid #-16-AGENCY-TEST-B-109

Quotes Revisions [tems Header Questions Subcontractors Attachments  Score  Summary Back to Bid
There are no approval paths found for this Bid.

Copyright ® 2015 Periscope Holdings, Inc. - All Rights Reserved.
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Bid Tab: Attachments Tab
This tab allows the agency to upload attachments and add forms related to the bid tabulation.

1. Select Attachments tab

Bid Tabulation for Bid #-16-AGENCY-TEST-B-109

Quotes Revisions [Items Header Questions Subcontractors Roo iielei e Score Summary Back to Bid

o Marking an item "Confidential” will ensure the document is only seen by relevant personnel and will not be displayed publicly.

@ Click Add File to add file attachments.
No File Attachments

@ Click Add Form to add form attachments.
No Form Attachments

Add File || Add Form

2. Attach documents, including the Certifications and Financial Disclosures. Check Confidential
when attaching Certifications, Disclosures or other documents requiring confidentiality. (See
Appendix B — Forms By Process for instructions on whether to “Show” attachments to the

public.)

BicBuy

ILLINGYS cPROCUREHENT, RSN Ocpartment Access  Iniemal Administrator  Organizstion Administrstor  Viendor Admiistrator

NIGP Code Browse | My Account | Customer Service | About Cunrent Organization: AIS Test CMS =% Scptember 14,2016 10532 AMC0T Q@ ul Z WO =m W >

Home llemsv  Documentsy  Vendorsv auick 5o [ T Lo Lawton

Bid Tabulation for Bid #16-416AISCMS-AISAD-B-522

Quotes Revisions ltems  Header Questions  Subcontractors  Routing [LUSS 0 ITETY Score  Summary  Back fo Bid

@ Marking an item "Confidential” will ensure the system does not display the document pubiicly

Files

Name Attached Date

BidBuy Registration Form w Training.docx  (view details) 081412016

Forms

@ Ciick Add Form to add form attachments.
No Form Attachments

sevescoinee | Aare ][ Adirom

Copyright © 2016 Periscope Holdings, Inc. - All Rights Reserved.

Bid Tab: Score Tab (Not used by the State)

The Scorecard allows an agency to assess the bids that have been submitted based on criteria the
agency establishes. Once the criteria are established, the purchaser forwards a request to a group of
approvers who use those criteria to judge (score) the bid.

93|Page



Scoring criteria is based on a weighting system of a 100% total, meaning that, each criterion you setup
will have an importance value (or “weight”) assigned to it as a percent, and the total of all criteria
combined will equal exactly 100%. The scores against those weights are recorded numerically 1-99.

There are three sub tabs within the Score tab:

“* Maintain — Where the buyer builds the scorecard with criteria, weights and selects scorers
“*» Score Entry — Where the scorers enter the scores for the vendors
“* Score Summary — The tabulation of those scores

Maintain Tab - Setup up Weights and Scorers

1. From the Bid Tab, click Score tab and then Maintain tab
2. Enter Scoring Component Description and Weight

See Score- Maintain Field Descriptions for details on the fields. The weights must add up to

100%. The user can setup multiple rounds of scoring.

Select different options

From drop-down select Scorer Name

Click Save & Continue to add more components or more scoring names
6. Once updated, click Save & Exit to start the first round of scoring

vk w

Bid Tabulation for Bid #00000009

Quotes Revisions [Items Header Questions Subcontractors  Routing Aﬂachﬂnts Summary Back to Bid

m ScoreEntry  ScoreSummary

Scorecard Creation/Maintenance

Scoring Round

Scoring Component Description Weight Delete All
0

(2 )

total: 0.0  subTotal: 0.0

e =] Hide pricing from scorers a Display scoring summary to scorers Display scoring detail to scorers

Scorer Creation/Maintenance

ScorerName Delete All
[m]

Close Scoring Round || Save &Continue || Save&Exit || Reset || cancel & Exit
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Bid Score - Maintain Field Description

Scoring Round

Scoring Component Description
Weight

Hide Pricing from scorers
Display Scoring Summary to
scorers

Display Scoring Detail to scorers
Scorer Name

Score Entry

Automatically populated when a scoring round is closed.
The criteria you want the scorers to score.

Importance, measured by percentage.

Select to hide pricing from the scorers.

Select to display scoring summary to scorers.

Select to display scoring detail to scorers.
BidBuy user you wish to designate as a scorer for this
bid.

Once the scorers are informed to score the vendors, the user can go to their Home Page and find the Bid

under the Bid tab.

1. From the Home Page, click on Bid tab

2. Click Opened tab
3. Click on Bid #

Home - Welcome Back Laura Batson (Proxy User: Rachel Johnson)

News(1) Dashboard 1 ! Eid5|PO[TT: Approval(1)  Receiving(76) My Remindersi5) Events(1) System Messages

Bid # Organization Buyer

00000031 State of lllinois Laura Batson

00000009 State of lllinois Laura Batson

InProgress(0)  Ready for Approval(0) ~Ready to Send(0) Readyan m Approved(2)

Description Purchase Methad Bid Opening Date Bid Tabulation Quote History Bid Holder

Pencil Informal  Open Market 07/14/2015 12:55:00 PM Bid Tab Quote History List
Quote
Party Favors. Open Market 07/02/2015 02:56:00 PM Bid Tab Quote History List

4. Scroll to the bottom on Summary tab and click Bid Tab

1.

4]

| Bid Tab [ | Cancel Bid [ | Clone Bid || ViewQuote History || Print

Enter Notes

L o N :

Click Save & Continue to
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Click Score tab and then Score Entry tab
Select Vendor from drop-down
Input your Raw Scores from 0 to 100

add another note or select another vendor



10. Click Save & Exit to complete

Bid Tabulation for Bid #00000009

CQuotes Revisions [Items Header Questions Subcontractors Routing Anac?Qs LN Summary Back to Bid

Maintain =000 Score Summary

Scorecard Entry

Scoring Round: | Round 1 ¥

User: Batson, Laura

O Vendor: | Party Faver Store ¥ QuoteNumber: Q00000130 View Score History

o Please choose vendor and save your changes before you navigate to ScoreDetail.

Scoring Compenent Description Raw Score Weight Extended Score
Price o 80 70.0 56.0
Quality 50 30.0 15.0

Total: 71.0 SubTotal: 71.0

Scorer Notes for Quote

Note Date Note Delete All

) _

| Sawve &Continue || Save & Exit 1 Reset |

Cancel & Exit |
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Score Summary

1. From the Bid Tab, click Score tab and then Score Summary tab

Bid Tabulation for Bid #00000009
Quotes  Revisions Items Header Questions Subcontractors  Routing Am:cQ m Summary Back to Bid
ScoreCard Tabulation Summary
Scoring Round: | Round 1 v
Score_total Sort By: | Ascending v #of vendors perpage: 5 v || Go
Total ScoreCards Count: 2 Total Quotes Count: 3
Scoring Component Description/Score Party Favor Store Acme1234 Whimsical Things
Price 56.0 480 700
Quality 15.0 270 18.0
Total 710 76.0 88.0
View Score Detail View Score Detail View Score Detail
Print Summary || Print Detail

Submit Bid for Approval, Award, and Publish

When an approval path is configured for the Bid Tab, the approvers will attach to the Bid Tab and it will
move to Ready for Approval status.

Select Summary tab
Scroll-down to the bottom and click Submit for Approval

Bid Tabulation for Bid #-16-AGENCY-12345-B-139

(1]

Quotes Revisions Items Header Questions Subcontractors Routing Attachments Score m Back to Bid

Bid Award Validation Warnings

« The following items are not awarded:[1].

Bid Tabulation Information

Mo awarded quotes found for this bid.

| Submit for Approval || Print |

Click Continue to send approver email to approve
When there is no approval path configured, the user is prompted to select:

+» Automatic Approval — Selecting this will move a document to Ready for Purchasing status. This
option is visible when there are no configured approval paths on the document.

“ Manually Add Approvers — Requires the user to choose from a drop down list with individuals

designated as approvers. The user selects an individual; clicks add approver and then save the

approval (see example below).

1. Select Manually add approvers to add additional approvers
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2. Select Approvers from drop-down list and click Add Approver
3. Click Save & Continue to continue
4. Click Cancel & Exit to exit

No approval path meets the document criteria. Do you want to manually add approvers or mark the document as approved?
(®) Manually add approvers
e () Automalic approval

Please select an approver if you want to manually add approvers.

0 Approver ‘ v | [ Add Approver o e

‘ Save & Continue || Cancel & Exit

Copyright @ 2015 Periscope Holdings, Inc. - All Rights Reserved

Convert Bid to Purchase Order

Once the award is selected and approved, the BP user can convert the solicitation into a Purchase Order.
The information can be updated and added to on the resulting Purchase Order.

Bid Tab: Summary Tab

1. Select S ummary tab
2. Click Create PO to send to a purchase order

Bid Tabulation for Bid #-16-AGENCY-TEST-B-141

Gotes Revans e Headerustons Seonttors Routg ..mm.,Om S

Bid Tabulation Information

Total Item Count: 1 Total Awarded Quote Count: 1 Bid Status: 284 - Bid Approved (Ready for Vendor Awarcing)
Canceled item infoiGuote info (0000009 5HKirk Enterprises
<Quote: QO0000153>
[Late]
Small Purchase Truck Tires. ¥ £150.00
ltem# 1 Frint Sequenceri.0  Status:2BA - Approved
Quantity:1000.0 UomEA Discount 0%, Lae
Totals: S\endor Gross Total $150,000.00
S Vendor Discount $0.00
§ Vendor Net Total $150,000.00
S Preference Discount:
S Evaluation Total ** $150,000.00
5 Vendor Freight .
S Awarded: §150,000.00
Eval Codes:
Pref Codes:

Evaluation Code Descriptions:
= Low Item Price

o [ Create PO 1 Print

Process Purchase Order

Upon approval of the Requisition or Bid document, the user will process the Purchase Order to submit
to the vendor. Small Purchases < $10,000 may convert the Requisition directly to PO. Small Purchases >
$10,000 must be processed using the Bid document.

1. Verify and update Information, for more than one vendor the system will create more than one
PO, one PO for each vendor selected
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Open Market Requisition 16-AGENCY-TEST-R-351 - Convert to Purchase Order(s) Status: 1RRP - Ready for Purchasing  [B]

Header Recommended Vendor

Reference Vendors: | v ‘
Item # Description Recommended Vendor
1 Blankets /000000895 - Kirk Enterprises *
2 Bed Sheets V00000198 - Kirk Batson ~ +|

‘1::‘ Single PO using selected reference vendor
@ Multiple POs using item recommended vendors
() Choose vendor(s)

Include Vendor Informal Quote Attachments

PO Type of the New Purchase Order: Open Market +
-

| conerttoPo || Exit

Copyright ® 2015 Periscope Holdings, Inc. - All Rights Reserved.

2. Click Convert to PO

Status:
Open Market Requisition 16-AGENCY-TEST-R-351 - Purchase Order(s) are currently in the queue to be processed Re;gf;; B

Purchasing

Convert to PO Validation Warnings

= No recommended vendor.

O« |
3. Click OK. If the user does not select a preferred vendor this warning appears.

N e e | B U N M IS RIS

The system takes the user back to Summary tab and displays the Purchase Order(s)
number.

Open Market Requisition 16-AGENCY-TEST-R-351

General  Items Vendors Address Accounting Routing Atftachments Notes Reminders | Summary

System Warning(s)

* New Purchase Order is 16-AGENCY-TEST-P-133
* New Purchase Order is 16-AGENCY-TEST-P-132

1. From the Requisition Summary Tab, click Purchase Order link
Alternative way from the BidBuy Home Screen to locate a Purchase Order:

1. Click on the Reqgs Tab
2. Click on the Ready for Purchasing sub-tab, only approved requisitions will display
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3. Click on the Requisition # to be converted

Home - Welcome Back Basic Purchasing

News(0) Dashbo Reqs(2) | Bids(18) PO(6) Approval(2) Receiving(0) My Reminders(1) Events(0) System Messages(29)

In Progress(0) Ready for Approvo SEELVAGTA A EET GRS Returned(0)  Gone to PO(1)

Requisition # Requisition Date Description Type Dept/Loc Purchaser Total

16-AGENCY-TEST0-R-341 01/15/2016 Small Purchase Open Market TESTO2/TEST2 Basic Purchasing $20,000.00

View All...

Copyright © 2015 Periscope Holdings, Inc. - All Rights Reserved.

4. Navigate to the bottom of the Summary screen
5. Select Convert to PO to convert requisition to an Open Market Purchase Order and award the
recommended vendors.

| Convert to Bid | |_900nvert to PO | | Cancel Requisition | | Clone Requisition | | Print

Copyright © 2015 Periscope Holdings, Inc. - All Rights Reserved.

6. Click OK on the pop up screen to continue

Status:
Open Market Requisition 16-AGENCY-TEST-R-779 - Purchase Order(s) are currently in the queue to be processed Re;&;‘;ﬁ,; B
Purchasing
Convert to PO Validation Warnings
» No recommended vendor. @
7. Enter selections from radio button list
8. Click Convert to PO.
Open Market Requisition 16-AGENCY-TEST0-R-341 - Convert to Purchase Order(s) Status: 1RRP - Ready for Purchasing
Header Recommended Vendor: 00000001 - DAH Consulting
Reference Vendors: [ vl
ltem # Description Recommended Vendor
1 Feasibility Studies (Consulting) (00000001 - DAH Consulting |
2 Management Consulting ‘00000001 - DAH Consulting V|

O Single PO using header recommended vendor
O Single PO using selected reference vendor

@] Multiple POs using item recommended vendors
O Choose vendor(s)

Include Vendor Informal Quote Attachments
PO Type of the New Purchase Order: | Open Market ~ 0

[ convettoro || Exit

Copyright @ 2015 Periscope Holdings, Inc. - All Rights Reserved.

9. Click Continue
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Purchase Order Conversion Field Description

Single PO using header recommended vendor If user selected one recommended vendor

Single PO using selected reference vendor If user wants to select from the list of vendor from
Requisition

Single PO using item recommended vendor If user wants to select by item each vendor

Choose vendor(s) If user wants a lookup screen for vendors

Include Vendor Informal Quote Attachments If user wants to copy vendor attachments to PO

PO Type of the New Purchase Order For small purchases, this is Open Market

Add Missing Information and Update Tabs

Information from the Requisition is carried over into the Purchase Order. There are some fields that do
not relate to the Requisition but are necessary to have for the Purchase Order. These fields are flagged
General Validation errors and need to be updated by the user. For an Open Market Purchase Order, two
mandatory updates are presented:

“» General Tab: The following required fields are missing: SPO Name, State Use Rationale,
Purchase Order Begin Date, and Purchase Order End Date.

“*» Items Tab: The following required fields are missing: End Date for item.

General Tab
Converted PO errors need to be addressed, errors appear in red

1. Update General information for the PO

See Purchase Order General Field Description Table. All fields with an Asterisk * are

required.

2. Click Save & Continue
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Open Market Purchase Order 16-AGENCY-TEST-P-209 Status: 3P1 - In Progress. (B

Gemeral | Wems Vendor Address Accouming Rouéng  Attachments  Moles Change Orders  Reminders  Summary
=

| General Validation Errors

« The folowing requined fisids are missing. (¢ Year, Actusl End Date]

PO Number 16-AGENCY.TEST-P-203 Relense

Shart Descipton®. Staus: 301+ In Progress
[ P— [ty ]

Fiscal Yaar 2018 £0 Type
P— [TEST TestDoparment 7] Ongoiatin p—
Locatn® [TEST -Testlocaon |

Type Code®. [ - P Fomat *
Entered Date 042172016 08:20:57 PM

Print Dast Detal: Amsmate 1D: | I
S (CErTal ) S
Conrol Cods Days 4RO ]

Ratainage %: Discount %:

Contact Instructions

Tax Rate Actusi Cost $1.100.00
Hide PO from Extemal Users:

Agancy Refsrance Numbar

Current Fiscal Year * -

Mumbes of Renewals (number of tines you can renew)

Special Procurement Type

s this subject to Small Business Set Aside? *

Did you complete snd stiach the Small Business Set Aside Waiver Form? *
Are there any items on this PO on the current CPO Appraved ICI List? *
Date Contract Execunsd : (MMDD/YYYY)

Actual Contract Begin Date * : (MMDDNYYY)

Actual Contract End Date * - (MM/DD/FYYY)

Original Contract Number (Novation/Assignment only]
Dats Last Updated 04212016 082058 PM User last Updated: Aly EL-Dars

=

Copyrighi Periscops Hodings, Inc - All Rights Reseried

Errors detailing missing, required information are displayed in red and optional updates

are flagged as warnings in yellow.

Purchase Order General Field Description

PO Number This number is automatically generated when the user
selects Save & Continue.
Short Description Short Description helps the user identify or locate the

document. Use complete words, not abbreviations. Start
with alpha agency identifier, and then describe the item to
be procured. Noun, Adjectives.

Department The department that is managing the contract.

Location The location within the department managing the contract.
Type Code These are defined by each agency — See Custom Column List
Print Format* Use Default — PO Print

Entered Date This will populate when the document is saved.

Print Dest Use default.

Alternate ID Agency defined alternate ID field. The length of this field is

determined by system settings. The field length can be from
0 to 50 characters. CAUTION: the alternate id field may be
used by interface processing. Beware deleting or changing
data within the alternate ID field as it may cause invalid data
or errors during the interface processes. Not to be updated
by the user.

Required Date The date and time by which the originator requested that
delivery of the items on this Purchase Order be delivered.
This is typically defined at the contract, so no input is
necessary.
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Promised Date The date by which the vendor must deliver the goods. This is
typically defined at the contract, so no input is necessary.

Control Code Agency defined control code.

Days ARO The number of days after receiving this order by which the

vendor should deliver the goods.

Discount % Percentage of discount to be applied to PO.
Contact Instructions Defines contact for the document.
Actual Cost The total cost of all the items on this Purchase Order,

including any applicable tax, freight, or discounts.

Custom Columns Any fields visible on the screen that are not referenced in
this manual or the online help, may be custom columns or
fields created and maintained by the Internal or
Organization Administrators. For additional information on
those fields, reference the Custom Column Quick Reference
Guide.

Items Tab

While the PO is in progress, the user is able to make any required modifications prior to submitting to
the PO to the Vendor.

Items Tab: General

The items tab, general subtab contains the item information. Each additional subtab contains additional
information that can be associated to specific items.

1. Select Items tab to review items in converted PO
2. Click Item # to update item information

Open Market Purchase Order 16-AGENCY-TESTO0-P-139

Ojﬁ

[T vdress  Accounting Notes

General ltem Information Validation Errors.

‘Status: 3P1 - In Progress

Vendor Address Accounting Rouling  Afachments Noles Change Orders  Reminders  Summary

« The following required fields are missing: End Date for item [1, 2]
Sort by Column [ Sort Descending [ o

Item 2 Print. hem

Total Delete All
Sequence Deseription Cost m]
Receipt Quantity Unit Het uom Discount % Total Tax Tax Freight
Method Cost Unit Discaunt Rate Amount
Cost Amt.
C 1 1.0 (209 - 13) Activabion service of Encryption features 1of each individual laptop unit $12500.00 [m]
Quantity 1000 §125.00 $12500 EA-Each 0.00 50.00 $0.00 5000
£ 20 (918 - 32) Consulting Servicas (Not Otherwise Classifiad) $12500.00 0
Quantity 1000 §125.00 $125.00 HR - Hour 0.00 $0.00 $0.00 $0.00

Total $25000.00

1 Ploasa save your changes bafore sorting - Othenwise, your changes will ba lost

| Sewe&Continue || Searchinventoryltems || Seachltems || Add ltem Cancel & Exit

Copyright & 2015 Periscope Holdings, Inc_ - All Rights Reserved

3. Update information on Item Details Screen
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4. Click Save & Continue

‘Open Market Purchase Order 16-AGENCY-TEST0-P-130

General ‘ Htems I Vi

ress  Accounting  Routing  Aftachments  MNotes Change Orders  Reminders — Summary

[EZEE) novress  Accounting Notes

Item Detail Validation Errors

« The following required fiekds are missing. [End Date]

Status: 3P| - In Progress.

Ttem # 3 Print Sequence * 3.0 Item Type
ltam Status: 3P1 . In Progress
Req #/ flem # 16-AGENCY-TESTO-R-343 / 3
Description: * Q)
noed pizzas
Receipl Method Quantity Unit Mat Unit Cost. uom Discount % Total Discount Ami. Total
Cost
Quantity ~ 30 15.00 $15.00 EA 0.0 0.00 $45.00
Tax Rate:
NIGP Class: [a75 [375 - FOODS: BAKERY PRODUCTS (FRESH) _ ~|Q Tex Amount so00
NIGP Class liem 54 54 - Pizzas % Freight E 0.00
Extendad Amount: $45.00
Manufacturer Brand Model
Make. Packaging
End Date * | (MMDD/YYYY) 02/26/2016 (i |
| savesaddnew |[  saveaBxt || save&Continue || Resel |[ cancelgExt
Copyright © 2015 Periscopa Holdings Inc - All Rights Resarved

Item #

Print Sequence*

Item Type

Item Status
Description*

Quantity
Unit Cost
Net Unit Cost
Uuom

Discount %

Total Discount Amt.
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The order in which items are entered and are sequentially listed by BidBuy.
This field cannot be modified by the user.

The order in which the items will be displayed. The item # is the default
value for this field. The user can change this field if the print sequence
needs to be different from the item number sequence.

The user can select Normal or Narrative as the type. Selecting Narrative will
make it a non-item addition where the user can type in text to appear on the
purchase order.

The status of the item on the Requisition.

The description of the item as defined by the user. Use complete words, not
abbreviations, NIGP description, where applicable, broad description, then
detail (e.g. Lettuce, spring mix; service example: Maintenance, Repair,
HVAC.)

NOTE: This is a searchable field for blanket contracts using Quick Buy. Use a
searchable description.

The Quantity of the item being requested. The user can type the amount of
the item that is needed. The default value is zero.

An estimated unit cost per item.

Net unit cost per item is the Unit Cost — Discount % amount for unit cost.
User selects a unit of measure from the drop-down menu. Reference
Appendix A: Unit of Measure Descriptions, page 80.

Used if there is a percentage discount applicable to the item.

The Total Discount Amount, based on the Discount %. This value is
calculated automatically by the system based on the Discount % value
entered by the user. The value will not appear until the user tabs out of the
Discount % field. The user can also manually type in a discount amount



without entering a Discount %. The value must be negative for it to be
deducted from the total.

Total The Total Cost before tax. This value is calculated automatically. The
formula used is: (Quantity x Unit Cost) — Total Discount Amount. The user
cannot edit this field.

NIGP Class* The three-digit Class Code associated with the item. Class Codes are listed
on the pulldown menu in alphabetical order or through the search feature.

NIGP Class Item* The two-digit Class Item associated with the item. Class items are listed on
the pulldown menu in alphabetical order or through the search feature.

Commodity Code Completes the full 11-digit NIGP code

Freight The amount of Freight applied to this item.

Extended Amount The Total Extended Amount of the item. This value is calculated

automatically. The formula used is: Total + Tax Amount + Freight. The user
cannot edit this field.

Manufacturer Optional field.
Brand Optional field.
Model Optional field.
Make Optional field.
Packaging Optional field.
Custom Columns Any fields visible on the screen that are not referenced in this manual or the

online help, may be custom columns or fields created and maintained by the
Internal or Organization Administrators. For additional information on those
fields, reference the Custom Column Quick Reference Guide.

Items Tab: Address

This allows shipping and billing addresses for specific items. To assign shipping and billing addresses for
all items go to the main Address tab for the purchase order.
1. Select Address sub-tab

® Default address information from the item master displays.

2. To change Ship-to or Bill-to-Address, click to search for new address Q.
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Open Market Purchase Order 16-AGENCY-TEST-P-177

General | Items

Vendor Address  Accounting Routing  Attachments Notes Change Orders  Reminders  Summary

Status: 3PI - In Progress  [2]

O Accounting  Notes

System Waming(s)

+ Cloned purchase order is 16-AGENCY-TEST1-P-178

ftem # Description Ship-to Billto Select
Address Address Al
1 Consulting Senvices (Not Othenwise [TEST2 - TESTO2 Q TEST - Tes! Address Suffix Q v
Classified)
Stratton Office Building Stratton Office Building
4018 Spring Street 4015 Spring Street
Springfield, IL 62706 Springfield, IL 62706
us us
Email: test@periscopeholdings.com Email: test@periscopeholdings com
Phone: (§55)556-6555 Phone: (§55)555-6555
Ship-to Address Q. | Aooly toSelected | | ApplytoAll lems | | Reset Selested to Header |
Bill-to Address: Q. | #oply 0 selectes | | ApplytoAll lems | | Reset Selestedto Heater |
Save & Continue
3. Enter Search Criteria
4. Click Find It
5. Select a new address
6. Click Select to update address
Lookup Item Ship-to Address - Open Market Purchase Order 16-AGENCY-TEST-P-177/ ItemNbr:1
Search Using: | Al | ofthe criteria v
Search Fields: Department ID Comem e
Department Suffix ID Department Suffix Name.
Location ID Location Name
City County
Browsehyy ABCDEECHIJKLMNOPQRSTUVWXYZ
O [ Find It 10 Clesr ]
Select Department Department Department Deartment Address Info
D Name Suffix Suffix
D Name
123450789 ‘Administrative Operations ADO ‘Administrative Operations. Stratton Office Buikding
4015, Spring Strest
Springfield, IL 82706
us
Emsit tast@parscapsholdings. com
Phane: (535 5855555
TEST Property Management o000z Test2 Conta
‘Address Line 1
City. TX 55555
us
s tast@test com
Phane: (555)555-5555
esT Prapary Mansgarment TEsT Tast Adeiress Sufix Stratton Offce Buikding
4015, Spring Strest
Springfiekd, IL 82708
us
Emailt test@penscapshaldings. com
Phane: (555)555-5555
5 TESTOZ Informstion Services TEST2 TESTR2 Stratton Office Buiding
401 S. Spring Street
Springfiekd, IL 52705
us
Emailt test@penscapsholdings.com
Phane: (555)565-6555
TEST124 Testi24 1AB1 TEST1224 Craig TEST
123 ABC Strest
Springfiekd, IL 82705
us

O‘ Seisct ][ close vindow |
it 7114 Pacizmnna Haidinms_Ine o &1l Binhts Sassnied

7. Select item(s) to change address (Ship/Bill To Address)

Email creig willams @ilinais gov
Phone: (217)883-2327

8. Click Apply to Selected to apply changes to only selected items or click Apply to All Items to

apply changes to all items

9. Click Reset Selected to Header to reset all addresses to default from Item Master

10. Save & Continue to save changes and continue
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Open Market Purchase Order 16-AGENCY-TEST-P-177

General | ltems | Vendor Addiess Accounting Routing  Attachments  MNotes Change Orders Reminders  Summary

Status: 3P1 - In Progress

General Accounting  Notes

System Warning(s)

+ Cloned purchase order is 16-AGENCY-TEST1-P-178

ltem # Description Ship-to Billto Select
Address. Address Al
=]
1 Consulting Services (Not Otherwise [TEST2 - TEST02 (o} TEST - Test Address Suffix Q. v
Classified) S
Stratton Office Building Stratton Office Building
401 S. Spring Street 401 S. Spring Street
Springfield, IL 62706 Springfield, L 62706
us us
Email: test@periscopeholdings.com Email: test@periscopeholdings.com
Phone: (565)555-5555 e e Phone: (555)556-5555
Ship-to Address: | |Q | Apply to Selected | [ ApplytoAllltems | | Reset Selected to Header |
Bill-to Address | |Q [“Apply to Selected | [ ApplytoAlltems | [ Reset Selectedto Header |
@ | saveaContine |

Items Tab: Accounting (Open Market & Release only)

The Item’s Accounting sub-tab allows the user to enter accounting information to specific items. To add
the same accounting information to all items, go to the main Accounting tab for the purchase order.

1. Select Accounting sub-tab

@ Default accounting information from the item master displays.

2. Select Item # to update accounting information

Open Market Purchase Order 16-AGENCY-12345-P-125

Status: 3PI - In Progress

General | Items | Vendor Address Accounting Routing Aftachments Notes Change Orders Reminders  Summary

W Y ccouning K

Account Validation Errors

* Accounting distribution is missing and required.

Item #

(Account Di jon)item Description Select All
O
9 1 (0.0% Less than 100% ) Rock Salt D
| Delete Selected || Delete Al || Reset

Add or change Account Code

1. Click Qto search for Account Code

107 |Page



(4]

Open Market Purchase Order 16-AGENCY-TESTO0-P-148

Genersl | Mems | Vendor Address Accounting  Routing  Aftschments(l) Motes(1) Change Orders Reminders  Summary

Status: 3P| - In Progress

Genera  Address Nots

ltem #1: Animals, Birds, Marine Life, Chickens

Delete All  Fiscal Year Special Procurement” Budget FY* Fund” Agency™ OrgDiv®  Line/Maj Obi®  SeqPrefix"  Seq Suffix® Percent Dollars
| S I ) A S A B | oo
Will Federal Funds be used? : [ v
Will a Grant Funding Source be used? ;| |
Accourt Code: | | Q
18 [NOT APPLICABLE | 2016 | pees | legd [100.000000 |  [1500.00
Will Federal Funds be used? : | |
Will a Grant Funding Source be used? || v |
Account Code: |NOTAPF‘L\CABLE—ZDﬂG-DHQQ—HQQ—QQ—ﬂQDD—DD—DD | Q o
Totsl:| [{00.0 | [1500.00 |
Go to after Save: | CUrrent Page v | Copy From ltem # Header » | Copy
Save Basad on Dollsrs | | Save Basad on Parcentages | [ Resat || cancsl & Ext
Copyright @ 2018 Periscope Holdings, Inc. - All Rights Reserved
2. Enter search criteria
3. Click Find It
4. Select Account Code
5. Click Select
Lookup Account
Search Using: | A | of the criteria ¥ |
Search Fields: Account Code | Description
Browse by: ABCDEFGHIJ MNOPQRSTUVWXYZ
0123456789
| Find It Il Clear
Select Fiscal ,qccgumcmeqv Description Available Maximum Pre-Encumbered Encumbered Expended Budget
Year Dollars Dollars Dollars Dollars Dollars Dollars
2016 PURCHASE OF CARE-2016-0998-598-98-1500-00-00 AGENCY TEST ACCOUNT 4 $0.00 S0.00 $0.00 $0.00 $0.00 50.00
2016 NOT APPLICABLE-2016-0999-9%5-99-1500-00-00 AGEMNCY TEST ACCOUNT 1 $0.00 S0.00 $0.00 $0.00 $0.00 S0.00
2016 FARM LEASE/COMCESSION-2016-05999-558-99-1900-00-00 AGEMCY TEST ACCOUNT 8 $0.00 50.00 50.00 $0.00 50.00 50.00
2016 EMERGENCY-2016-0998-055-95-1500-00-00 AGEMCY TEST ACCOUNT 3 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
2016  ARTISTIC OR MUSICAL SERVICES-2016-0995-999-55-1%00-00-00 AGEMCY TEST ACCOUNT 5 $0.00 50.00 $0.00 $0.00 $0.00 50.00
2016 $0.00 50.00 50.00 50.00 50.00 50.00

ANTICIPATION OF LITIGATION-2016-09%9-599-99-1900-00-00 GGENCY TEST ACCOUNT 2

[ Select || Close Window

6. Click Save Based on Dollars — to save based on dollar amount entered, or
7. Click Save Based on Percentages — to apply changes and save based on percentages entered
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8. Click Cancel & Exit to exit without saving

Open Market Purchase Order 16-AGENCY-TEST0-P-148 Status: 3P - In Progress (2]

Genelal‘llems‘\éndar Address  Accounting  Routing  Attschments(1) Motes(1) Chenge Orders Reminders  Summary

Caneral Aderess Nots

Item #1: Animals, Birds, Marine Life, Chickens

Delete All Fiscal Year Special Procurement” Budget FY* Func" Agency™ OrglDiv® Line/Maj Obj* Seq Prefix" Seq Suffix" Percent Dollars
0 0.00
Will Federal Funds be used? v
Will a Grant Funding Source be used? : v
Agcount Code: Q
i NOT APPLICABLE 2016 0999 999 a9 1900 00 00 100.000000 1500.00
Will Federal Funds be used? v
Will 2 Grant Funding Source be used? : v
Account Code: (NOT APPLICABLE-2016-0995-099-09-1900-00-00 Q
Total:  |1100.0 1500.00
Go to after Save: | Current Page » O O O Copy Accounting From Item # Header » Copy.
| Save Based on Dollars | [ Seve Based on Percentages | | Reset | cencelabxt |

Copyright © 2018 Periscope Holdings, Inc. - All Rights Reserved.

Items Tab: Notes
This notes section allows the user to add notes to specific items. To add notes to all items, go the main

Items tab for the purchase order.

1. Select Notes sub-tab
2. Click Item # to update notes

Open Market Purchase Order 16-AGENCY-12345-P-125 Status: 3PI - In Progress

General | Items | Vendor Address Accounting Routing Attachments Notes Change Orders Reminders Summary

General Address AccaO m

Itam # (Note Count) Iltem Description

O 1 (0) Rock Salt

Copyright & 2015 Periscope Holdings, Inc. - All Rights Reserved.

Update notes

Click Save & Continue to save notes and continue adding more notes
Click Save & Exit to add note and exit to PO

Click Reset to reset screen display

Click Cancel & Exit to exit without saving

No U heWw

Open Market Purchase Order 16-AGENCY-12345-P-125 Status: 3PI - In Progress

General | Items | Vendor Address Accounting Routing Aftachments Notes Change Orders Reminders  Summary

General Address Accounting m

Item #1: Rock Salt

Delete All Note Date User Note

O

(4) O O Q

I Save & Conlinue | | Save & Exit J | Reset ‘ | Cancel & Exit ‘

Copyright @ 2015 Periscope Holdings, Inc. - All Rights Reserved



Vendor Tab
Vendor Tab: General

1. Under General tab, review vendors and click Lookup & Add Vendor if needed

‘Open Market Purchase Order 16-AGENCY-TESTO0-P-139

General llems | Vendor | Address Accounting Routing  Aftachments Notes Change Orders  Reminders  Summary

m Subcontractors

Vendor ID Alternative ID Vendor Name Preferred Delivery Method ‘Vendor Address

00000001 DAH Consulting Email Add New Address

T o

Remil-to Address™ [General Mailing Address - Test Vendor 123 W. Main Street Chicago,

%

Test Vendor

123W. Main Street

Chicago, IL 60806

us

Email dhecki@periscopsholdings com
Phone: (555)555-5555

145

Test Vandor
555 W. 5l Streel
Austin, TX 78701

us

Email: dhecki@periscopeholdings com
Phone (555)555-5555

4

Payment Terms: Freight Tems Freight Prepaid
Shipping Method Best Wa > Shiopia Tsmo F.0.B.. Destination

Save & Continue | [ Apply Vendor Ters 1o PO | | Lookup & Change Vendor |

Po Mailng Address™  [Purchase Order Mailing Address(default) - Test Vendor 555 W. 5th Street Austin, T... |

2. Enter search criteria

3. To browse by the first letter of the vendor’s name use Browse By and click on letter or numeric

entry
4. Click Find It
5. Click Clear to restart search from scratch
6. Click Close Window to return to previous screen

Search Using: [ALL of the criteria e

[ Find It [ Clear |

o Search Fields: Vendor ID | Vendor Name ]

Vendor Tax ID Show [ | Vendor LegalName[ |
Vendor Keyword Alternate ID [ |
ZIP Code County 1

State ~
["] Emergency Suppliers
NIGP Class ~]
NIGP Class ltem ]
NIGP Keyword
Federal Tax Classification ~
Individual -
Ethnic Origin =
Asian / Pacific Islander -
Gender

Female Owned -

Veteran ~
Veteran Owned ~

Type of Firm ~
Broker v
Annual Gross Sales =
< 5500,000 v
Number of Employees ~
Lessthan15
Are you prequalified with the CDB? ~
Yes, prequalified with the Capital Development Board
Are you lllinois BEP Certified :l
Minority Owned ~
Are you Veteran Owned Business Certified? Py
Veteran Owned Business ~
Are you a State Use Program Vendor? ~
Yes
IPG Flags ~
Yes
Are you an active vendor in the lllinois Procurement Gateway ~
Yes - Prime ~
Are you Small Business Set Aside Certified? =
Yes

Information Certification

1 certify thatihe i ion provided is accurate and true
Browse by: ABCDEFGHIJKLMNDFOTUVWXY
012345678910

[ Find It [ Clear |

16

Close Window

Copyright © 2015 Periscope Holdings, Inc. - All Rights Reserved.

7. Select radio button next to Vendor ID
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8. Click Add Vendor

Vilor Marre Aonate  Last PO Date
[

— Marty Tost 3

V00150 Maty Tast3

0145 Moy Tost Scipls
Marly's Fizza and Pub

Mary's Dy

Maryann's Worstors 21,2015
Marim Health Sysems (LG

McLsughiin Services

mizi st

mizis business

MKM Consulting Inc

MM Consulting. Inc 20,2015

MORTCH SALT NG

MEQ Bulder

Lt B Dase Addrens

21 Mo Swaot
5655 Leo Aveme

1234 Man 51

7227 Lae De Foresa Dn
221 West Wackes iive
m

123 stae st

2016 o cllon ava

2016 M Calton e

123 Mot o
2

Coppight © 15 Poriscopn Holdings nc - AllRighis Rassrved

ciy State Contact Name Phane

w Calie the Dog (565555 5555
Hl Ctig tha Oug p
ENG Marty Tost ssssssass,
[ Marty Dalana pEEzm

Springheld v Mary Hanssiman iR

n ™ Maryann Dos (5B51585-5555

v Wik Homet
s Tom McLaughlin
[ micky moua
L itz lfius
L Maryann Miskiewicz
L Fichard Cummins.
[ Evalyn Andersen
L Diane Ofeken

Update vendor information

e WwWN e

Use drop-down to change Remit-to- or PO-Mailing Address

Use drop-down to update terms

Click Apply Vendor Terms to PO to apply the vendor’s preferred terms to PO
Click Save & Continue to save the selection
Click Lookup & Change Vendor to change vendor selection

Open Market Purchase Order 16-AGENCY-TEST-P-177

General \tems‘venncl‘ﬁddress Accounting  Routing  Attachments  Notes Change Orders  Reminders  Summary

Status: 3P

[oners T —

System Wamning(s)
« Cloned purchase order is 16-AGENCY-TEST1-P-178

Vendor ID Alternative ID Vendor Name
00000041 Batson Enterprises

Payment Terms: v

Shipping Methog M

Preferred Delivery Method

Email

Freight Terms:

Remit-to Address™

Po Mailing Address™

O Shipping Tero

Save & Continue | | Apply Vendor Terms to PO | [ Lookup & Change Vendor

Vendor Address

| General Mailing Address - Laura Batson 211 West Wacker Drive Stite.

1)
Laura Batson

211 West Wacker Drive

Suite 450

Chicago, IL 60606

us

Email: laura batson@catconsult.com

Phone: (312)320-4306

Id: 59
General Mailing Address - Laura Batsen 211 West Wacker Drive Suite. O
Laura Batson
211 West Wacker Drive
Suite 450
Chicago, IL 80606
us

Email: laura.batson@eatconsult com
Phone: (312)320-4305
Id: 59

Vendor Tab: Subcontractor (not used by the State)

Address Tab

This is shipping and billing addresses for all items. To itemize shipping and billing addresses go to the
Address sub tab under Items tab. Typically this would not be changed because it is the Requestors

Address, not the buyers.

1. Select Address tab
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2. To change Ship-to or Bill-to-Address, click @ to search for new address

Stratton Office Building
401 S. Spring Street
Springfield, IL 62706
us

Phone: (555)555-5555

TEST - Test Address Suffix

Open Market Purchase Order 16-AGENCY-12345-P-125

Status: 3PI - In Progress

Ship-to Address

Email: test@periscopeholdings.com

Da

General  Items ! ) Address | Accounting  Routing ~ Attachments Notes Change Orders  Reminders — Summary

TEST - Test Address Suffix

Stratton Office Building

401 S. Spring Street

Springfield, IL 62706

us

Email: test@periscopeholdings.com
Phone: (555)555-5555

‘ Save & Continue

| [ Apply Ship-to to All tems | [ Apply Bill-to to All tems.

Copyright © 2015 Periscope Holdings, Inc. - All Rights Reserved

Bill-to Address

a

3. Enter Search Criteria
4. Click Find It
5. Select a new address

6. Click Select to update address

Lookup Item Ship-to Address - Open Market Purchase Order 16-AGENCY-TEST-P-177/ ItemNbr:1

Department Name
Department Suffix Name
Location Name
County

STUVWXYZ

Clear ]

ABCDE HIJKLMNOPQR
[ Find It I

Administrative Opsrati

Proparty Mansgement

Property Mansgement

Informstion Services.

Search Using: | A | ofthe criteria_*
Search Fields: Department ID
Department Suffix ID
Location ID
city
Browse by
Select Department
[
12348750
TEST
TEST
s  TESTR2
TESTI24

Test124

Department Department
Name. Suffix
D

ans ADO

TEST2

Department
Suffix
Name.

Aciministrative Operstions

Test 12

Test Address Suffix

TESTO2

TESTI224

O l

7. Click Save & Continue to save changes and continue
8. Click Apply Ship-to to All Items — to apply changes to ship-to to all items on PO
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Stratton Office Building

4015, Sprng Strest

Springfiek, IL 62705

us

Emsil: test@periscopehaidings.com
Phone: (555)555-5555

Conts
Ackiress Line 1

City, TX 55555

us

Email: test@ftest com
Phone: (555)555-5555

Stratton Office Suilding
4015 Spring Strest
Springfiekd, IL 62705
us

Emsil: test@periscopehoidings.com
Phone: (555)555-5555

Strstton Office uilding
401 5. Spring Strest

Springfield, IL 82708

us

Emsil: test@periscopehokiings.com
Phone: (555)555-5555

Craig TEST
123 ABC Strest

Springfild, IL 62705

us

Email; craig.wiliams @ilinois. gov
Phone: (2170832327

Address Info




9. Click Apply Bill-to to All Items — to apply changes to Bill-to to all items on PO

Open Market Purchase Order 16-AGENCY-12345-P-125

General ltems Vendor | Address ‘ Accounting  Routing ~ Attachments  Notes  Change Orders  Reminders  Summary

Status: 3PI - In Progress

TEST - Test Address Suffix

Stratton Office Building

401 8. Spring Street

Springfield, IL 62706

us

Email: test@periscopeholdings.com
Phone: (555)555-5555

Bill-to Address

Ship-to Address
Q TEST - Test Address Suffix

Stratton Office Building

401 8. Spring Street

Springfield, IL 62706

us

Email: test@periscopeholdings.com

O Olena‘ (555}555-555@

| save& continue | Apply Ship-to to Al items | [ Apply Bill-to to All tems.

Copyright © 2015 Periscope Holdings, Inc. - All Rights Reserved

Q

Accounting Tab (Open Market & Release only)
This is accounting information for all items. To itemize accounting go to the accounting sub tab under

Items tab.

1. Select Accounting tab
2. Click Qto search for Account Code to add or update account

Open Market Purchase Order 16-AGENCY-TEST0-P-148

General Hems Vendor O‘ACCDUH(IHE|RUMIHQ Attachments(1) ~ Notes(1) ~Change Orders Reminders  Summary

Status: 3PI-In Progress [

Total Extended Amount = |1570.00 Unapplied Distribution Amount = (0.00
Delete All Fiscal Year Special Procurement™ Budget FY* Fund™ Agency™ OrgDiv* Line/Maj Obj™ Seq Prefix*
Will Federal Funds be used? : v | Will a Grant Funding Source be used? v
Account Code: Q O
16 NOT APPLICABLE 2016 0999 999 99 1900 00
Will Federal Funds be used? : v | Will a Grant Funding Source be used? v
Account Code: INOT APPLICABLE-2016-0999-099-99-1900-00-00 Q O

@ Itusing Save Based on Dollars, entered dollar amounts may be adjusted during Rebuild for All ltems to ensure proper item account transactions.

| Save Based on Dollars || Save Based on Percentages || Rebuild for All items | | Reset

Copyright ® 2016 Periscope Holdings, Inc. - All Rights Reserved

Seq Suffix*

00

Total.

Percent

0.0

100.0

100.0

Dollars

1570.00

1570.00

3. Enter search criteria

4. Click Find It

5. Select Account Code
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6. Click Select

Lookup Account

Search Using:  'Al| of the criteria ¥

Search Fields:

Account Code | Description

Browse by: ABCDEFGHIJéMNDPQRSTUVWXYZ
0123456789
[ Find It Il Clear
Select  Fizcal AccountCodeQ' Description Available Maximum Pre-Encumbered Encumbered Expended Budget
Year Dollars Dollars Dollars Dollars Dollars Dollars
o (9] 2016 PURCHASE OF CARE-2016-0955-558-98-1500-00-00 AGENCY TEST ACCOUNT 4 s0.00 50.00 $0.00 5000 $0.00 50.00
O 2016  NOT APPLICABLE-2016-0995-95%-58-1500-00-00 AGENCY TEST ACCOUNT 1 $0.00 £0.00 50.00 $0.00 50.00 50.00
(@] 2016 FARM LEASE/COMCESSION-2016-05999-558-99-15900-00-00 AGENCY TEST ACCOUNT & 50.00 50.00 50.00 $0.00 50.00 50.00
(9] 2016 EMERGENCY-2016-0999-995-95-1500-00-00 AGENCY TEST ACCOUNT 3 $0.00 $0.00 $0.00 $0.00 $0.00 50.00
O 2016  ARTISTIC COR MUSICAL SERVICES-2016-0959-99%-55-1500-00-00 AGEMNCY TEST ACCOUNT & £0.00 50.00 $0.00 $0.00 $0.00 50.00
(=] 2016  ANTICIPATION OF LITIGATION-2016-0999-559-95-1500-00-00 @ENCY TEST ACCOUNT 2 50.00 $0.00 50.00 $0.00 50.00 50.00

[ Select |[ Closewindow |

7. Click Save Based on Dollars — to save based on dollar amount entered, or
8. Click Save Based on Percentages — to apply changes and save based on percentages entered
9. Click Cancel & Exit to exit without saving

Open Market Purchase Order 16-AGENCY-TEST0-P-148 Status: 3P1- In Progress

General Items \Vendor Address | Accounting | Routing Attachments(1) MNotes(1) Change Orders Reminders Summary

Total Extended Amount= |1570.00 Unapplied Distibution Amount =

Delete All Fiscal Year Special Procurement™ Budget FY" Fund™ Agency™ OrgiDiv" Line/Maj Obj™ Seq Prefix™ Seq Suffix" Percent Dollars
0 S ) Y A o T N B Y

Will Federal Funds be used?:| v | Will a Grant Funding Source be used?:| v |
Account Gade: | lQ

a 1 [NOT APPLICABLE 2006 | [pses | [1000 ] 157000
Will Federal Funds be used?:| v | Wil a Grant Funding Source be used?:| v |
Account Code: NOT APPLICABLE-2016-0999-999-99-1900-00-00 | Q

Tota:  [100.0 | [1570.00

© Iusing Save Based on Dollars, entered dollar amounts may be adjusted during Renuwauemm ensure proper \hﬂunmansacnuns o
| save Based on Dollars || Save Based on Percentages || Rebuild for All lems | | Reset

Copyright ® 2016 Periscope Holdings, Inc. - All Rights Reserved

® If the Rebuild for All Items is not completed, a PO cannot be submitted.

Purchase Order Accounting Field Descriptions

Custom Columns Any fields visible on the screen that are not referenced in this manual or the
online help, may be custom columns or fields created and maintained by the
Internal or Organization Administrators. For additional information on those
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fields, reference the Custom Column Quick Reference Guide.

Routing Tab

The routing that a Purchase Order must follow for approval is determined by the applicable approval
paths. The approval path for the Purchase Order is displayed on the Routing Tab. This tab remains blank
until an approval path is determined when the Purchase Order is submitted for approval.

Open Market Purchase Order 16-AGENCY-12345-P-125 Status: 3P - In Progress

General ltems Vendor Address Accounting | Routing | Aftachments Notes Change Orders Reminders —Summary

There are no approval paths found for this purchase order.

Copyright © 2015 Periscope Holdings, Inc. - All Rights Reserved.

@ Any Approval routings for this PO will display in this screen when the PO moves to Ready

for Approval Status.

Control Tab (Master Blanket only - Not used for Small Purchase)

BidBuy allows single or multiple departments to create releases against a master blanket. The control
tab contains the contract beginning and end dates, department information and dollar limits. Once a
department has been added and saved, another line will appear to facilitate adding another department
control if needed.

NOTE: To allow all organizations to order from the blanket, select the AGY — Agency Umbrella Master
Control as the Department. Also, user can you add just specific organizations that include all their
departments, unless the user specifies certain departments.

A red Master Control Validation Error will show until you have successfully entered the blanket’s control
data.

Control Tab: General

1. Select General tab under Control tab

@ See Purchase Order Control Field Description Table. All fields with an Asterisk* are required.

2. Enter Begin and End Dates
3. Select Cooperative Purchasing Allowed if other organizations can order from it as well as user’s
department
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Select Q to Add New Department

Master Blanket Purchase Order 16-AGENCY-TEST-P-219

General ltems Vendor Rnutmg|Eontml|mtachment5 Notes  Change Orders  Reminders  Summary

Status: 3PI - In Progress [%

O | =3 v

Master Control Validation Errors

« Atleastone control is reguired for master blanketsicontracts.

O Master Blanket/Contract Begin Date™: & Master Blanket/Cantract End Diate™ &
Cooperative Purchasing Allowed O
Organization Department Dollar Limit Dollars Spent to Date Minimum Order Amount
AGENCY - State of llinois Add New Q O 0.0 5000 [gp

o Dallar Limit setto D indicates no limit

Save & Continue || Reset

Select Department
Click Select

| Select || Close Window |

Status

Active

Active

Active

Active

Active

Active

Active

Department Lookup for Organization: State of lllinois
Select Department 1D Department Mame Organization

D AGY Agency Umbrella Master Control ALL ORG
123456789 Test - Mitzi AGENCY - State of llinois
BOSSTEST BOSSUAT AGEMCY - State of llincis
SCRIPT Test Script Department AGEMNCY - State of llincis
TEST Test Department AGEMCY - State of llinois
TESTDZ2 TESTOZ2 AGEMNCY - State of llinois
UATOAKMORRIS AT Q& kmorris AGEMCY - State of llincis

#

Enter Dollar Limit
Enter Minimum Order Amount
Click Save & Continue
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Master Blanket Purchase Order 16-AGENCY-TEST-P-124 Status: 3PI-In Progress [

General Items Vendor Routing | Control | Aftachments(5) Notes Change Orders  Reminders  Summary

T o

Master Control Validation Errors

« Atleastone control is required for master blanksts/contracts

Master Blanket/Contract Begin Date™ 03/09/2016 M Master Blanket/Contract End Date™ 03/30/2017 M

Cooperative Purchasing Allowed o e

‘Organization Department Dollar Limit Dollars Spent to Date Minimum Order Amount

AGENCY - State of llinols Add New: |AGY - Agency Umbrella Master Control Q 0.0 $0.00 0o

@ Dollar Limit setto 0 indicates no limit. o

| save&Continue || Reset

Purchase Order Control Field Descriptions

Master Blanket/Contract Beginning date of contract/blanket

Begin Date*:

Master Blanket/Contract Ending date of contract/blanket. After this date, no one can order from the
End Date*: Blanket unless a change order is applied.

The Cooperative Purchasing Control if the master blanket is for just the user’s organization or if other
Allowed checkbox organizations can order from it as well.

Organization/Department To allow all organizations to order from the blanket, select the AGY — Agency

Umbrella Master Control as the Department. Also, user can you add just specific
organizations that include all their departments, unless the user specifies certain

departments.
Dollar Limit Dollar limit for this contract/blanket. Dollar Limit set to O indicates no limit.
Minimum Order Amount Minimum order for each release against this contract/blanket.

Control Tab: Vendor

1. To limit dollar amount per vendor, select Vendor tab under Control tab
2. Enter Dollar Limit

Master Blanket Purchase Order 16-AGENCY-TEST-P-124 Status: 3PI- In Progress

General Iems ‘Vendor Routing | Control | Attachments(3) Motes Change Crders Reminders Summary

€ =
(2]

Vendor | Distributor J* Dollar Limit Dollars Spent to Date
DAH Consulting 0.00 50.00
o Dollar Limit set to O indicates no limit e
| save &Continue || Reset

3. Click Save & Continue to save limits
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Attachments Tab

Both files and forms (when Form Builder is enabled) can be attached by the agency (BP user) or by the
vendor (Seller user) on the purchase order.

Attaching files to BidBuy documents is a useful way to include specifications or other guidelines in
procurement documents. The user can attach multiple files such as documents, spreadsheets,
memoranda, etc. and can use the Attachment Tab to upload the files.

The Add Form button allows the agency to attached predefined published forms. Only those forms that
are published for the organization (agency) with the specific document type and specific user role can be
attached to the specific document.

For form and file information from CMS and the CPO-GS, see the Attachment Appendix.

Attachments Tab: Agency
Add Agency Files to PO

1. Select Agency tab
2. Click Add File to add a file.

Master Blanket Purchase Order 16-AGENCY-TEST-P-121

General Items Vendor Routing Control | Attachments

Vondor)

o Click Add File to add file attachments

MNotes  Change Orders  Reminders ~ Summary

No File Attachments

@ Click Add Form to add form attachments.

No Form Attachments

| Add File Il Add Form

Copyright © 2015 Periscope Huldings, Inc. - All Rights Reserved.

Add file Name and Description

Click Browse to browse the computer for a file

Click Search File to search for a file in the repository

Click Save & Exit when done with loading the file

Click Save & Continue to save changes made and remain on the same screen
Click Reset — to reset display and start from scratch

Click Cancel & Exit to exit without adding any files

O N U e W

Add File

@ Name s the display name for the flle that will appear where attachment repository files are displayed. It can be different from the name on disk and can contain alphanumeric characters, spaces, and special characters up to a maximum length of 200
o Name®: | ]
Description | |
File*: Browse... o
== 0O © 0 O

[ saeamit || SavesContinue || Reset || CancelaExit |

Copyright ® 2015 Periscope Holdings, Inc. - All Rights Reserved.

Add Agency Forms to PO
1. Select Agency tab
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7. Click Add Form

Open Market Purchase Order 16-AGENCY-12345-P-125 Status: 3P1 - In Progress

General ltems Vendor Address Accountng Routing | Attachments | Noles Change Orders Reminders Summary

Vendor(0)

@ click Add File to add file attachments.

No File Attachments
o Click Add Form to add form attachments.
No Form Amchmme
Add Flle ][ Add Form |

Copyright & 2015 Periscopa Holdings, Inc. - All Rights Reserved

Enter search criteria

Click Find it to find form
Click Clear to restart search
6. Click Exit to exit

kW

Search Forms

Search Using: [ 4| ofthe criteria

Search Fields:

First Name | | Last Name |

Form Title | |

Find It I Clear |

Results

Copyright & 2016 Periscope Holdings, Inc. - All Rights Reserved.

7. Select radio button for Form Title

8. Click Edit & Attach Form to edit form and attach to PO
9. Enter form information, then click Save and Exit buttons
10. Click Attach Form to PO without editing
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Search Forms
Search Using: (41| of the criteria ¥
Search Fields:
First Name Last Name
=
Form Title .
Find It Il Clear
Results
Select Form Title Form Description First Name Last Name Date Created
D - Emergency Purchase Affadavit Declares an emergency purchase has been made Diane C'Brien 08/04/2015
State of Il Contract Value Total Contract Diane O'Brien 121412015
Aftach Form I Edit & Attach Form Il Cancel & Exit
Copyright ® 2016 Periscope Holdings, Inc. - All Rights Reserved.

Update Files

Attachments can be added and deleted. To update a specific attachment, you need to update the file
outside BidBuy, then delete the old one and add the new one.

Select Show Vendor to show to all vendors

Select Confidential to display only to the seller and certain BP and DA roles within the
organization and will not be displayed publicly
Select Delete to delete attachment
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Master Blanket Purchase Order 16-AGENCY-TEST-P-176 Status: 3P1 - In Progress  [2]

General ltems  Vendor Routing Control | Attachments(2) | Notes Change Orders  Reminders  Summary
Agency(?) RELE0)

@ Marking an item "Confidential” will ensure the document is only seen by relevant persennel and will not be displayed publicly.

Name Description Vendor Confidential Attached By Attached Date Delete

Test Document Test Document o 73] e =] Laura Batson 01/06/2016 0 [m]

Show
Name Description Vendor Confidential Attached By Atached Date Editable By Vendor Delete
Emergency Purchase Affadavit Declares an emergency purchase has been made Fl a Laura Batson 01/0612016 5] 8]
| Saved&Continve || Add File I Add Form |

Copyright & 2018 Periscope Holdings, Inc. - All Rights Reserved

4. Click Name to update Description or download attachment

5. Update Description
6. Download file, click é

Attachment File Detail: Test Document

MName*: Test Document

Description ‘Test Deocument

File é Test Document~1.docx

Lecation: agency

Size: 11,366 bytes Last Modified On Disk: 01/06/2016 04:12:34 PM
Uploaded 01/06/2016 04:12:34 PM o Uploaded By: Laura Batsen

| Save & Exit ‘ ‘ Save & Continue | | Reset ‘ | Cancel & Exit

Copyright @ 20116 Periscope Holdings, Inc. - All Rights Reserved.

(D Other information must be updated by deleting and adding a new file.

7. Click Save & Exit

Update Forms

Forms can have multiple versions. If anything is added to a form, it then becomes the primary form.

Select Show Vendor to show to all vendors
Select Confidential to display only to the seller and the agency user (confidential files are not
displayed publicly)
3. Select Delete to delete form
Select Editable By Vendor to allow vendors to update the form
5. Click Name to view and modify form
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General ltems Vendor Routing Contrel | Attachments(2) | Notes Change Orders  Reminders  Summary

Vendort)

@ Marking an item "Confidential” will ensure the document is only seen by relevant personnel and will not be displayed publicly

Show
Name Description Vendor Confidential Attached By Attached Date Delete
Test Document e} a Laura Batson 01/06/2016 5]

Test Document

Show
Name Description Vendor

Emergency Purchase Affadavit Declares an emergency purchase has been made o @ e ) Laura Batson 01/06/2016 9 2 o

G | Save&Continve || Add File Il Add Form

Copyright © 2018 Periscope Holdings, Inc. - All Rights Reserved.

Confidential Attached By Attached Date Editable By Vendor Delete
a

6. Click Save & Continue

7. Click Edit Primary Form to update form

Primary Form Details

Form Name: Emergency Purchase Affadavit
Current Form Version: 3

Last Updated: 2016-01-06 16:24:57 293

User Last Updated: LEATSON

r— f—

Compare Form Version ey o = s crenct e DF
. St
—
Impsct i Projec i Not Compieted
[ p——
- Special Conditions
‘What Special Candition, if any apply to your procurement? Special Candition Justification
O Mers
©) Brand Mame
© Emergency
© State Use (For e,
o et code. Mt e e it O 8 A s 45 cys e

VPRI ———

L §

2. Update form information, then click Save and Exit

@ The updated form defaults as the Primary form.
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Compare Form Versions

1. Select Compare on the Forms to compare
2. Click Compare

3. Review the two Forms for changes and click Exit when finished

Primary Form Details

Form Name: Emergency Purchase Affadavit
Current Form Version: 5 [
Last Updated: 2016-01-06 20:53:12.19

User Last Updated:

Edit Primary Form

LBATSON

(3]

Form Versions

[Erp—

- Special Condtions

PDF

Download PDF

Download PDF

Download PDF
>

Compare Form Version User e,
Ot ane

(] 1 LBATSON

(W] 2 LBATSON

(] 3 LBATSON

e | <

o (v 4 LBATSON U1/UBIZU O [9)

5 LBATSON 01/06/2016 [0}

‘ Save & Exit || Save & Continue ‘ ‘ Compare || Cancel & Exit

Download PDF

Download PDF

4. To view form as PDF, click Download PDF

Primary Form Details

Form Name: Emergency Purchase Affadavit
Current Form Version: 5

Last Updated 2016-01-06 20:53:12.19

User Last Updated: LBATSON

Edit Primary Form

Compare Form Version User Date Created Primary
(| 1 LBATSON 01/06/2016 (@)
(] 2 LBATSON 01/06/2016 (@)
(| 3 LBATSON 01/06/2016 (@)
2} 4 LBATSON 01/06/2016 O
5 LBATSON 01/06/2016 (.

Save & Exit ‘ ‘ Save & Continue ‘ ‘ Compare ‘ ‘ Cancel & Exit

(4]

Form Versions

PDF

Download PDF

Download PDF

Download PDF

Download PDF

Download PDF

®
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Notes Tab

The Notes tab allows the user to add, edit and delete notes to provide additional information or special
instructions for internal users. Only the user may edit their note. These notes are associated with all
items on the Purchase Order. To add notes to specific items, go to the Items tab. A note is similarto a
post-it note as an internal communication.

Select Notes tab

Click Show Vendor to display those notes on vendor purchase order (on PO only)
Enter note text

Click Reset to clear form

Click Save & Continue to save notes

vkhwN e

Open Market Purchase Order 16-AGENCY-12345-P-125 Status: 3PI - In Progress [

General Items Vendor Address Accounting Routing AnachO| Notes ‘ Change Orders  Reminders  Summary

Delete Al Note Date User Show Note
N Vendor

Basic PurcnasO O O

(5) (4)

‘ Save & Continue J | Reset J

Copyright @ 2015 Periscope Holdings, Inc. - All Rights Reserved

Reminders Tab
Reminders are a useful function of the application to send to a specific user of BidBuy on a specific date.

Select Reminders tab

Enter the Due Date for the Reminder
Enter the Reminder Comments

Select Remind Whom from drop-down list
Enter Days Prior to Remind

Select Send Email for email reminder

Click Save & Continue to save reminder

Click Reset to empty all fields not yet saved
To delete a reminder, select the Delete and click Save & Continue

General Items ‘/endors Address Accounting Routing  Aftachments(2) N@ Reminders | Summary

Confirmation Messages

+ Changes saved successfully

Due Date™ Comment® Remind Whom™ Days Date Completed Send Date Entered Delete
(MM/DDYYYY) (max 250 characters) Prior (MWDDYYYY) Email Entered By All
to
Remind™

12 " © o s o
A 9]

01/11/2016 ﬁ Be sure to User 20, Training v 5 Eﬁ rd DUDE/2018 10:28:57 AM Brock Fotis
validate the
Accounting Code
for Line Item 4

o Please save your changes before sorting table. Otherwise, your changes will be lost. O O

Save & Continug Resst
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Purchase Order Reminder Field Descriptions

Due Date*
(MM/DD/YYYY
Comment*

Remind Whom*

Days Prior to Remind*

Send Email
Date Entered
Entered By

Delete

Date Completed

Using the calendar lookup icon, select the date the reminder is due.

Enter up to 250 characters of comment text.

Using the dropdown menu, select the person to remind.

Enter the number of days prior to the due date, the person should be
reminded. The user can enter up to 9999.

To send out an email reminder, place a check in the checkbox.

Displays the date and time the reminder was created.
Displays the name of the person who created or edited the reminder.

When checked and the Save & Continue button is selected, the reminder is
deleted from the vendor performance document.

The Date the user from the Remind Whom, has marked the reminder as
being accomplished.

Submit Purchase Order for Approval

The Summary Tab will feature all the data entered and selection choices by the user in the previous
tabs. This gives the user an opportunity to review all applicable information and return to any given tab
to edit errors or update with new information. Red validation errors do not allow you to process the
Purchase Order until reconciliation. Yellow Errors are warnings, but allow you to process the Purchase

Order.

1. At the bottom of Summary tab, click Submit (PO) for Approval to initiate approvals for the

purchase order
Click Cancel PO to prevent any further action on the PO
Click Clone PO to create a copy of the PO as a new PO in progress
Click Print to print PO
Click Print Vendor Copy to print a copy for the seller

e wnN

NIGP Code: 750-77
Sand and Gravel

Make:

End Date:

Receipt Method Qty
Dollars 0.0
Manufacturer: Mortons

Item Information

Print Sequence # 1.0, Item # 1: Rock Salt from the Morton Corporation 3P1 - In Progress

uom Discount % Total Discount Amt Tax Rate Tax Amount Total Cost
$1,000.00 TON - Ton 0.00 $0.00 $0.00 $0.00
Brand: Model:

Packaging:

© © (4) (5)

| submit for Approval | | Cancel PO |[ Clone PO ] Print || Print Vendor Copy |
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Submit for Approval

When an approval path is configured for the Purchase Order, the approvers will attach to the Purchase
Order and it will move to Ready for Approval status.

If there is an approval path associated with this document, the user will see the approvers and the
status on the summary page.

2. Click Continue to send approver email to approve

The following 2 approval paths meet the document criteria

Approval Path Path Description Deollar Approvers
Path Type Priority Range
Sequence User Level Type

TEST11 Manager 2 NIGP for Dogs $500.00-$1,000,000.00 Brock Fotis 1 Primary

TEST12 Manager 2 NIGP for Dogs $50.00-$1,000,000.00 Brock Fotis 1 Primary
Rachel Johnson 1 Alternate

Please click Continue to continue submitting the document, or click Cancel & Exit to canceejcument submission and go back to the document
\ Continue || cancel&Exit

@ The sequence number is the order in which the approver can approve the document.

When there is no approval path assigned, the user is prompted to select:

@,
0’0

Automatic Approval — Selecting this will move a document to Ready to Send status. This option
is visible when there are no configured approval paths on the document.

@,
0’0

Manually Add Approvers — Requires the user to choose from a drop down list with individuals

designated as approvers. The user selects an individual, clicks add approver and then saves the
approval (see example below).

G) Printing the Vendor copy of a PO does not include accounting information.

1. Click Submit for Approval
2. Click OK

Item Information

Print Sequence # 1.0, ltem # 1: Rock Salt from the Morton Corporation 3PI - In Progress
NIGP Code: 750-77
Sand and Gravel
Receipt Method Qty Unit Cost uom Discount % Total Discount Amt. Tax Rate Tax Amount Total Cost
Dollars 0.0 $1,000.00 TON-Ton 0.00 $0.00
Manufacturer: Mortans Brand: This site says...
Make: Packaging: Are you sure you want to submit this purchase order for
approval?
End Date: [
OK Cancel
0[ Submit for Approval | | cancelPO || Clone PO Il Print || Print vendor Copy
Copyright @ 2015 Periscope Holdings, Inc. - All Rights Reserved.




3. Select Manually add approvers to add additional approvers
4. Select Approvers from drop-down list and click Add Approver
5. Click Cancel & Exit to exit

6. Save & Continue to continue

Master Blanket Purchase Order 16-AGENCY-TEST-P-121 Status: 3PI - In Progress  [2)
No approval path meets the document criteria. Do you want to manually add approvers or mark the document as approved?

Manually add approvers
ly pp!

() Automatic approval

Please select an approver if you want to manually add approvers.

Approver ~ | [ Add Approver 9 0

| savescontinue ||  cancel &Exit

Copyright @ 2015 Periscope Holdings, Inc. - All Rights Reserved.

Send Purchase Order

Once purchase order is fully approved, the BP user must send it to the Vendor. Note that a Change
Order may be created to add additional documentation or modifications to the PO after approval and
before it is sent to the vendor.

Select PO to Send
1. Navigate BP login > Home > PO > Ready to Send
2. Click hyperlink for PO to send

Home - Welcome Back Basic Purchasing

News(0) Dashboard Regs(12) Bids(20) | PO(9) | Approval(2) Receiving(14] My Reminders(1] Events(0) System Messages(70)

In Progress(4) ReaﬂylorApo Returned{0) Change Order(0)

Purchase Order # Organization Purchase Order Date Description DeptiLoc Purchaser Vendor Name Total
16-AGENCY-TEST0-P-139 State of lllincis 02/08/2016 Small Purchase TESTO2TEST2 Basic Purchasing DAH Consulting $25,000.00
9 16-AGENCY-TEST0-P-129 State of llincis 01/20/2016 Small Purchase TESTO2TEST2 Basic Purchasing DAH Consulting $22,000.00
16-AGENCY-TEST-P-121 State of lllinois 12/1112015 Short Description TESTITEST Basic Purchasing MORTON SALT INC 80.00
List & Send

Copyright ® 2015 Periscope Holdings, Inc. - All Rights Reserved.

3. Navigate to PO Summary for PO to send

Open Market Purchase Order 16-AGENCY-TEST0-P-129 Status: 3PRS - Ready to Send

General ltems Vendor Address Accounting Routing Attachments Notes Change Orders Rno Summary
Header Information

Purchase Order Number: 16-AGENCY-TEST0-P-129 Release Number: 0 Short Description: Small Purchase
Status: 3PRS - Ready to Send Purchaser: Basic Purchasing Receipt Method: Quantity
Fiscal Year: 2016 PO Type: Open Market Minor Status:

Organization: State of llinois.

Department: TESTOZ2 - TEST02 Location: TEST2 - TEST2 Type Code: Small Purchases
Alternate ID: Entered Date: 01/20/2016 07:32:35 PM Control Code:

Days ARO: 0 Retainage %: 0.00% Discount %: 0.00%
Required By Date: 01/28/2016 Promised Date: Print Dest Detail: If Different
Pcard Enabled: No

Contact Instructions: Contact Basic Purchasing at (312)395-5555 Tax Rate: Actual Cost: $22,000.00

4. At the bottom of Summary select radio button to Send Email and Notify Vendor or Set to
Printed Status
5. Click Save & Continue to send PO

® Status for PO is Ready to Send on top right of the document




o
0 PIeN(S) @) Sand Email and Notity Vendor () Set 1o Printed Status

e Save & Continue

Cancal PO | Clona PO Il Print | [ Print Vandor Copy |

Copyright © 2015 Periscope Holdings, Inc. - All Rights Reserved.
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Change Order to Attach Executed Contract

Change Orders Tab

Change orders can only be applied after a purchase order has moved to Ready to Send or Sent status.
The Change Order tab is used when the PO has been approved and changes need to be made.

@ The purchase order has to be approved and in Ready to Send or Sent status to initiate a

change order.

1. Select Change Orders tab
2. Click Create Change Order

Open Market Purchase Order 16-AGENCY-TEST0-P-139 Status: 3PRS - Ready to Send

General Items Vendor Address Accounting Routing Attachments(2) i! Change Orders | Reminders Summary

There are no change orders for this document.

e Create Change Order

Copyright © 2015 Periscope Holdings, Inc. - All Rights Reserved.

3. Update various tabs (General, Items, Attachments, etc.)

4. The Summary Tab displays the summary of the change order.

5. To apply change order, click Apply Change Order

6. To delete change order, click Delete Change Order

7. Click Back to PO hyperlink to return to the original PO

Change Order (Ready to Send) - Open Market Purchase Order 16-AGENCY-TESTO0-P-139 Status: 3PRS - Ready to Send [

General  Items Address ting A"al:hlve Summary Back to PO

Comment for the whole change order:

Header/ltem Changes

Modified Field Item # Description User Updated Date Updated Show to Vendar
Quantity 1 Quantity changed from *100.00000" to *125.0" Basic Purchasing 021612016 07:22:07 AM No
Comment:

Quantity 2 Quantity changed from "100.00000" to *110.0" Basic Purchasing 02/16/2016 07:22:07 AM No
Comment:

Item Accounting Changes

Modified Field Item # Account Code Fiscal Year Description User Updated Date Updated
Dollar Amount 1 CXeXo XXX X 16 Dollar Amount changed from *12500.00" to "15625.0" Basic Purchasing 02/16/2016 07:22:07 AM
Dollar Amaunt 2 C-X-X-X-X-X-X 16 Dallar Amount changed from "12500.00" to "13750.0" Basic Purchasing 02/16/2016 07:22:07 AM

Approval Path

There are no approval paths found for this change crder
0 After you click ‘Apply Change Order’, all the changes will be updated in the real document and vendors. will ﬁd if you choose" 'some changes to vendor.

| Apply Change Order | [ Delsts Change Ordsr |
Copyright © 2015 Pariscope Holdings, Inc. - All Rights Reserved.

8. Once all changes are made, select Summary tab
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9. Click Submit for Approval

General Items ~ Subconfractors  Address  Accounting AW Back to PO

Comment for the whele change order

4

Header/item Changes

Modified Field  ltem#  Description User Updated  Date Updated Show to Vendor
Quantity 1 Quantity changed from "100.00000" to "90.0" Lavra Batson  02/04/12016 08:17:24 AM No

p
Comment: | |

Item Accounting Changes

There are o recorded item accounting changes.

Bilateral Change Order

[ Bilateral Change Order Enabled (Approval by Vendor will be required) o

| SaveaContinue || Submitfor Approval || Delete Change Order |

Update Change Order Tabs

General Tab
1. Update General information for the CO

See Purchase Order General Field Descriptions Table. All fields with an Asterisk* are

reauired.
2. Click Save & Continue

Change Order (In Progress) - Open Market Purchase Order 0000099 Status: 3PS - Sent

General | ltems Subcontractors  Address  Accounting  Attachments  Summary  Back to PO

PO Number: 0000099 Release 0

Short Description™ |Vehicles ] Status: 3PS - Sent

Purchaser Miskiewicz, Maryann v Receipt Method

Fiscal Year: 2016 PO Type Open Market
Department* | TEST - Test Department v Organization: State of llinois
Location* | TEST - Test Location v

Type Code™: | C - Small Purchase v Print Format * PO Change Order v
Entered Date: 09/01/2015 03:45:30 PM

prmoes e HDferet
g e
(MMDDAYYY), 09/02/2015 (MMDDYYYY) 09/0172015
conr coce [ B, 0o

Contact Instructions: [

Tax Rate 2l Actual Cost 5225.00
Hide PG from External Users: =]

Agency Reference Number [ |

Actual Contract Begin Date ™ : (MM/DD/YYYY) 04/25/2016 [}

Current Fiscal Year*

Actual Contract End Date * : (MM/DD/YYYY) 04/25/2016

Number of Renewals (number of times you can renew) [

Original Contract Number {Novation/Assignment only)

Date Contract Executed : (MM/DDNYYYY) 04/25/2016

Are there any items on this PO on the current CPO Approved ICI List? *
Did you complete and attach the Small Business Set Aside Waiver Form?*
Is this subject to Small Business Set Aside?*
.| special Procurement Type [
Date Last Updated 041252016 04:37:00 PM e User last Updated Laura Batson

Save & Continue
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Purchase Order General Field Description
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PO Number
Short Description

Department
Location
Type Code
Print Format*

Entered Date
Print Dest

Alternate ID

Required Date

Promised Date

Control Code
Days ARO
Discount %

Contact Instructions

Actual Cost

Custom Columns

Items Tab

System generated number

Short Description helps the user identify or locate the
document. Use complete words, not abbreviations. Start
with alpha agency identifier, and then describe the item to
be procured. Noun, Adjectives.

The department that is managing the contract.

The location within the department managing the contract.
These are defined by your agency

Use Default — PO Print

This will populate when the document is saved.

Detail Choose if addresses for items going to different
destinations print out on the PO: if different, never select,
always. Use default.

Agency defined alternate ID field. The length of this field is
determined by system settings. The field length can be from
0 to 50 characters. CAUTION: the alternate id field may be
used by interface processing. Beware deleting or changing
data within the alternate ID field as it may cause invalid data
or errors during the interface processes. Not to be updated
by the user.

The date and time by which the originator requested that
delivery of the items on this purchase order be delivered.
This is typically defined at the contract, so no input is
necessary.

The date by which the vendor must deliver the goods. This is
typically defined at the contract, so no input is necessary.
Agency defined control code.

The number of days after receiving this order by which the
vendor should deliver the goods.

Percentage of discount to be applied to PO.
Defines contact for the document.

The total cost of all the items on this purchase order,
including any applicable tax, freight, or discounts.

Any fields visible on the screen that are not referenced in
this manual or the online help, may be custom columns or
fields created and maintained by the Internal or
Organization Administrators. For additional information on
those fields, reference the Custom Column Quick Reference
Guide.

Items Tab: General

1. Select Items tab to review items in CO
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2. Click Item # to update item information

Change Order (In Progress) - Open Market Purchase Order 16-AGENCY-TEST0-P-129 ol L
o ‘ Mtems | Subcontraclors Address  Accounting  Aachments  Summary Back to PO
200 nooress Accounting
Sort by Column [ sort Descending G
nem ¥ Prnt tem Toual Cancel
‘Sequence Description Cost
Receipt ‘Quantity Unit Net ‘uom Discount % Total Tax Freight
Method Cost Unit Discount Rate. Amount
Cost Amt.
1 ﬁ (818 - 32) Consulling Services (Not Otharwisa Classified) $10000.00 [m]
Quantity B0.0 $12500 $12500 HR - Hour 000 $0.00 5000 50.00
2 [ 20 (918 - 46) Feasibility Studies (Consulting) $12000 00 0
Quantity 80.0 $150.00 $150.00 HR - Hour 000 $0.00 50,00 50,00
Total $22000 00
© Pieasa save your changes before sorting - Otherwise, your changes will be lost
Save & Continus || Search Inventory ltems | | 1 Add ltem
Copyright © 2015 Periscope Holdings, Ine. - All Rights Resarved
Change Order (In Progress) - Open Market Purchase Order 16-AGENCY-TESTO0-P-129 Status: 303 - Sent [B)
General | ltems so.xs Address  Accounting  Aflachments Summary  Back to PO
] sess accouning
Ttem # 1 Print Saquenca ™ Item Type Normal
tem Status 3PS - Sent
Req#/ ftem # 16-AGENCY-TESTO-R-343 / 1
Description Q)
Fonsulling Services (Nol Otherwise Classified)
Receipt Method Quantity Unat Net Unit Cost uom Discount % Tolal Discount Amt. Total
Cost
80.0 125.00) $125.00 HR  ~ 0.0] 0.00] $10000.00
Tax Rte:
T Tax Amou
NIGP Class 918 | [018-CONSULTING SERVICES -lQ e Aot 0w
NIGP Class ltem [32 J |32 - Consulting Services (Not Other. ~] Rzl §| 0.00
Extended Amount: $10000.00
Manulacturer. Brand Madel
Make Packaging
EndDate * - (MM/DDIYYYY) 02/24/2017 (i)
| saveaAdiNew ||  Save&Ext || SavedContiue || Reset ][ cancel & Exit
Coovight © 2015 Periscops Holdings. Inc. - All Rights Reserved,

Purchase Order Item Field Descriptions

Item #

This field cannot be modified by the user.

Print Sequence*

The order in which items are entered and are sequentially listed by BidBuy.

The order in which the items will be displayed. The item # is the default

value for this field. The user can change this field if the print sequence
needs to be different from the item number sequence.

Item Type

The user can select Normal or Narrative as the type. Selecting Narrative will

make it a non-item addition where the user can type in text to appear on the
purchase order.

Item Status The stat

Description*
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us of the item on the Requisition.

The description of the item as defined by the user. Use complete words, not




Quantity
Unit Cost

Net Unit Cost
uom

Discount %

Total Discount Amt.

Total

NIGP Class*

NIGP Class Item*

Commodity Code

Freight
Extended Amount

Manufacturer
Brand

Model

Make
Packaging

Custom Columns

abbreviations, NIGP description, where applicable, broad description, then
detail (e.g. Lettuce, spring mix; service example: Maintenance, Repair,
HVAC.)

NOTE: This is a searchable field for blanket contracts using Quick Buy. Use a
searchable description and include any keywords that might assist future
buyers.

The Quantity of the item being requested. The user can type the amount of
the item that is needed. The default value is zero.

An estimated unit cost per item.

Net unit cost per item is the Unit Cost — Discount % amount for unit cost.
User selects a unit of measure from the drop-down menu. Reference
Appendix A: Unit of Measure Descriptions, page 80.

Used if there is a percentage discount applicable to the item.

The Total Discount Amount, based on the Discount %. This value is
calculated automatically by the system based on the Discount % value
entered by the user. The value will not appear until the user tabs out of the
Discount % field. The user can also manually type in a discount amount
without entering a Discount %. The value must be negative for it to be
deducted from the total.

The Total Cost before tax. This value is calculated automatically. The
formula used is: (Quantity x Unit Cost) — Total Discount Amount. The user
cannot edit this field.

The three-digit Class Code associated with the item. Class Codes are listed
on the pulldown menu in alphabetical order or through the search feature.
The two-digit Class Item associated with the item. Class items are listed on
the pulldown menu in alphabetical order or through the search feature.
Completes the full 11-digit NIGP code

The amount of Freight applied to this item.

The Total Extended Amount of the item. This value is calculated
automatically. The formula used is: Total + Tax Amount + Freight. The user
cannot edit this field.

Optional field.

Optional field.

Optional field.

Optional field.

Optional field.

Any fields visible on the screen that are not referenced in this manual or the
online help, may be custom columns or fields created and maintained by the
Internal or Organization Administrators. For additional information on those
fields, reference the Custom Column Quick Reference Guide.

Items Tab: Address

This allows shipping and billing addresses for specific items. To assign shipping and billing addresses for
all items go to the main Address tab for the purchase order.
1. Select Address sub-tab
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Click Find It

5. Select a new address

To change Ship-to or Bill-to-Address, click to search for new address
Enter Search Criteria

Change Order (In Progress) - Open Market Purchase Order 16-AGENCY-TEST0-P-129 Status: 3PS - Sent B
General_liems Address Accounting _ Aftachments  Summary  Back to PO
8 ccounting
hem i Description Shipto Bill1o Select
Address. Address. Al
O
1 Consuing Senvices (Not Otherwise TEST - Test Address Suffix Q TEST - Test Address Suffix Q m]
Clessified) Stratton Office Building Stratton Office Building
4015 Spiing Stiest 4015 Spiing Stiest
Springfield, 1L 62706 Springfield, IL 62706
us us
Email test@periscopeholdings com Email test@periscopeholdings com
Phone: (555)555-5555 Phone: (555)555-5555
2 Feeskilly Sludies (Consuling) TEST - Test Address Suffix Q TEST - Test Address Suffix Q O
Strafion Office Buikding Strafion Office Buikding
4018 Spring Street 401 5. Spring Street
Springfield, 1L 62706 Springfield, IL 62706
us us
Email test@periscopeholdings com Email test@periscopeholdings com
Phone: (555)555-5565 Phone: (555)555-5565
Ship-o Address Q. [mntam] onpiis] [Feiemmmms]
Billto Address: Q[ appty 1o Setectes | [ Aopito Alllems | [ Resel Selected to Heaver
Save & Continue
Copyright & 2015 Poriscops Holdings, Inc. - All Rights Resorved
TESTQ2 Information Services. TEST2 TESTO2 Stratton Office Building
401 5. Spring Strest
Springfield, IL 62706
us
Email: test@periscopsholdings. com
Prone: (585)555-5555
TEST124 Test124 1451 TEST1224 Craig TEST
123 ABC Strest

| [__Close Window

[

6. Click Select to update address
7. Select item(s) to change address (Ship/Bill to Address)

8. Click Apply to Selected to apply changes to only selected items or click Apply to All Items to
apply changes to all items

9. Click Reset Selected to Header to reset all addresses to default from Item Master

10. Save & Continue to save changes and continue

e Holdinos. Lo« &l Bichts Resenced

Springfield, IL 82706

us

Emeit: craig wilisms @ilinois gov
Phone: (217)883-2327

Change Order (In Progress) - Open Market Purchase Order 16-AGENCY-TESTO0-P-130

Status: 3PS - Sent

General ltems  Subcontractors  Address  Accounting  Attachments  Summary Back to PO
‘General Accounting
Item # Description Ship-to Bill-to Select
Address Address All
O
3 need pizzas TEST - Test Address Suffix Q TEST - Test Address Suffix Q o O
Stratton Office Building Stratton Office Building
401 S. Spring Street 401 S. Spring Streat
Springfield, IL 62706 Springfield, IL 62708
us us
Email: test@periscopeholdings.com Email: test@periscopeholdings.com
Phone: (555)555-5555 9 o Phone: (555)555-5555
Ship-to Address: Q [Apply to Selected | [ApplytoAlltems | [ Reset Selocted ta Header |
Bill-to Address:

Q, [Apply 1o Selectod | [ Apply to Al tems |

[ Resat Selected to Header |

@

Copyright © 2015 Periscope Holdings, Inc. - All Rights Reserved.
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Items Tab: Accounting

The Item’s Accounting sub-tab allows the user to enter accounting information to specific items. To add
the same accounting information to all items, go to the main Accounting tab for the purchase order.

1. Select Accounting sub-tab

@ Default accounting information from the item master displays.

2. Select Item # to update accounting information

Change Order (In Progress) - Open Market Purchase Order 16-AGENCY-TESTO0-P-125 Status: 3PS - Sent

General _ Items gontractors  Address  Accounting  Attachments) Summa: Back fo PO

1

General Address LTSS

Item # Fiscal Account Code Percent Daollars Select All
Year (]
&l 1 (100.0% ) dogs =
16 C-1-1-27- - 10000000 $54,000.00
Delete Selected || Delete All Il Reset

Add or change Account Code

1. Click Qto search for Account Code

Item #1: Animals, Birds, Marine Life, Chickens
Delete Al Fiscal Year Speeial Procurement™ Budget Fr* Fund® Agency” OrgDiv®  Line/Maj Ob"  SeqPrefix®  Seq Suffix™ Percent Dollars

a
AN I S O ) N [ ) N [ | poo

Will Federal Funds be used? :
Will a Grant Funding Source be used?:| v |

Account Code: |

la
o 16 [NGT APPLICABLE | 2016 | poea | [peg po | [P0 | [100.00000C |  [1500.00

Will Federal Funds be used? :
Will 3 Grant Funding Source be used? | v |

Account Code: ‘NDT APPLICABLE-2016-0999-099-05-1000-00-00 | Q o
Totst: | [100.0 | [1500.00 |
Go to after Save: | Current Page » Copy From Item # Header v Copy
‘Seve Besed on Dollars | | Save Based on Percentages | | Reset ][ cancelaExit

Capyright & 2016 Periscope Holdings. Inc. - All Rights Reserved.

2. Enter search criteria
3. Click Find It
4. Select Account Code
5. Click Select
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Lookup Account

Search Using: | 5| | of the criteria ¥

Search Fields: Account Code Description

Browse by: ABCDEFGHIJ MNOPQRSTUVWXYZ
0123456789

Find It | Clear
Select  Fiscal Accou .1-_(;.3(|5"v Description Available Maximum Pre-Encumbered Encumbered Expended Budget
2016 PURCHASE OF CARE-2016-0995-99%-98-1500-00-00 AGEMCY TEST ACCOUNT 4 $0.00 50.00 50.00 $0.00 50.00 50.00
2016 NOT APPLICABLE-2016-0999-955-59-1500-00-00 AGEMCY TEST ACCOUNT 1 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
2016  FARM LEASE/CONCESSION-2016-05999-558-99-1500-00-00 AGEMCY TEST ACCOUNT 8 $0.00 50.00 $0.00 $0.00 $0.00 50.00
2016 EMERGENCY-2016-0999-953-95-1500-00-00 AGENCY TEST ACCOUMNT 3 $0.00 50.00 50.00 50.00 50.00 50.00
2016  ARTISTIC OR MUSICAL SERVICES-2016-0998-955-58-1500-00-00 AGEMCY TEST ACCOUNT 5 £0.00 S0.00 $0.00 $0.00 $0.00 50.00
2016  ANTICIPATION OF LITIGATION-2016-0995-555-95-1500-00-00 OGENCY TEST ACCOUNT 2 $0.00 50.00 $0.00 $0.00 $0.00 50.00

Select Close Window

6. Click Save Based on Dollars — to save based on dollar amount entered, or

7. Click Save Based on Percentages — to apply changes and save based on percentages entered
8. Click Cancel & Exit to exit without saving

Attachments Tab

Both files and forms (when Form Builder is enabled) can be attached by the agency (BP user) or by the
vendor (Seller user) on the purchase order. The user may also change those attachments when creating
a change order.

Attaching files to BidBuy documents is a useful way to include specifications or other guidelines in
procurement documents. The user can attach multiple files such as documents, spreadsheets,
memoranda, etc. and can use the Attachment Tab to upload the files.

The Add Form button allows the agency to attached predefined published forms. Only those forms that
are published for the organization (agency) with the specific document type and specific user role can be
attached to the specific document. (See page 56 for details).

Submit CO for Approval & Apply the CO

Summary Tab

Once changes are made to the change order, they will be listed on the summary page. All the changes
are listed for review.

Upon completion of creating a change order the user submits the Change Order for approval by scrolling
down to the bottom of the Change Order Summary tab.

Select Change Order Summary tab
Scroll-down to the bottom and click Save & Continue
Click Submit for Approval
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Change Order (In Progress) - Open Market Purchase Order 15-AGENCY-TEST-P-321

General Items  Subcontractors  Address  Accounting AMW Back to PO

Comment for the whole change order:

Status: 3PS - Sent

4

Header/ltem Changes

Modified Field ~ ltem#  Description User Updated  Date Updated Show to Vendor
Quantity changed from "200.00000" to "300.0" Laura Batson 06/15/2016 10:12:43 AM

Quantity 1 @

4

Comment: | |

Item Accounting Changes
There are no recorded item accounting changes.
Bilateral Change Order

[ Bilateral Change Order Enabled (Approval by Vendor will be required) 2 3

‘ Save & Continue ‘ ‘ Submit for Approval H Delete Change Order ‘

Change Order Approval

If there is an approval path associated with this document, the user will see the approvers and the
status on the summary page.

1. Click Submit for approval

e

Submit for Approval

2. Click Continue to send approver email to approve

The following 2 approval paths meet the document criteria

Approval Path Path Description Dollar Approvers
Path Type Priority Range
Sequence - User Level Type
TEST11 Manager 2 NIGP for Dags $500.00-$1,000,000.00 Brock Fotis 1 Primary
TEST12 Manager 2 NIGP for Dogs $50.00-$1,000,000.00 Brock Fotis 1 Primary
Rachel Johnson 1 Alternate

Please click Continue to continue submitting the document, or click Cancel & Exit to cancee)cument submission and go back to the document

‘ Continue ‘ ‘ Cancel & Exit |

@ The sequence number is the order in which the approver can approve the document.

When there is no approval path configured, the user is prompted to select:

<+ Automatic Approval — This option is visible when there are no configured approval paths on the
document.

* Manually Add Approvers — Requires the user to choose from a drop down list with individuals
designated as approvers. The user selects an individual; clicks add approver and then save the
approval (see example below).
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Select Manually add approvers to add additional approvers
Select Approvers from drop-down list and click Add Approver
Click Save & Continue to continue

Click Cancel & Exit to exit

PN

No approval path meets the document criteria. Do you want to manually add approvers or mark the document as approved?

(®) Manually add approvers
(O Automatic approval

Please select an approver If you want to manually add approvers.

Approver | || Add Approver e e

| savescontinue ||  cancel&Exit |

Copyright ® 2015 Periscope Holdings, Inc. - All Rights Reserved.

5. Click Apply Change Order to apply to PO
6. Click Delete Change Order to delete CO

Change Order (Ready to Send) - Open Market Purchase Order 15-AGENCY-TEST-P-321 Status: 3PS - Sent

General  Items  Subcontractors  Address  Accounting  Attachments | Summary Back to PO

Confirmation Messages

= Changes saved successfully.

Comment for the whole change order

Header/ltem Changes

Modified Field Item # Description User Updated Date Updated Show to Vendor
Quantity 1 Quantity changed from "200.00000" to "300.0" Laura Batson 06/15/2016 10:18:50 AM Yes
Comment:

Item Accounting Changes

There are no recorded item accounting changes.

Approval Path

There are ne gnproval paths found forthis change order
@ After you click "Apply Change Order' all the changes will be updated in the real document and vendors wil ified if you cl some changes to vendor

| Apply Change Order | | Delete Change Order |

@ You must apply the Change Order after it is approved or the PO will not reflect the changes.
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Appendix A: Unit of Measure Descriptions

ACR Acre M Meter

AU Activity Unit Mi Mile

BAG Bag ML Milliliter
BAR Bar MM Millimeter
BT Bottle MON Month
CAN Canister PRS Person
CAR Carton 0oz Ounce

cv Case PAL Pallet

CcM Centimeter % Percentage
CRT Crate PC Piece

CcCM Cubic centimeter PT Pint

FT3 Cubic Foot QT Quart

"3 Cubic Inch S Second
YD3 Cubic Yard FT2 Square foot
DAY Days "2 Square inch
DZ Dozen YD2 Square Yard
DR Drum TS Thousands
EA Each GAL US Gallon
FOZ Fluid Once LB US Pound
FT Foot TON Ton

G Gram WK Week

GRO Gross YD Yard

HR Hour YR Year

" Inch

KG Kilogram

KM Kilometer

L Liter
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Appendix B: Forms By Process

ILLINCIS ePROCUREMEMNT

Procursment Document Procurement Method
ord
RFl [Eme|sol |8t [Los Deen [Cfr |Chg
IFE |RFF |Les [Ext |2ro |Ues |Cono amil |Req [Forve
ElcBuy Document | Cwner |Dooument Hame Type |Location ’m1!s4ce? w1z
CPO- |Cloud Computing Cheok
Rsquickion ancms [t Wl x| x x| x %
Rsquicstion cs:  (IT Govemanos Wl x| x x
RsquicHion cu ""*':';”"‘“P““m W x | x x| x| x % x| x| x
Rsquickion cH:  [Monlcags FisstRequest  |Form  BddBuy Wl x| x x| x x
Iittpe - Pom. partner Mlnois o N opnFomme!
FRoquisition cM x“”r:“'m:t“ adtach [ Ae/Labor tlons%zCheostl| W | x | % x| x| = % x| x| =
frmoling Cleecks 8D DMare a0 pf
Rsquickion PFE |toe Soue Form (part®) |0 - W x
inquick = Doo  [FEEDIH40501%20VE A R0 orsS0Dict doo
Rsquicstion CME  [Zpsos Feq Form sttaoh |CME N £
Haie Ucs Commitine
Requicttion L s — sttach |CmME H x
Rsquicstion ci:  (Ucags Fieet Requsct Form  |EidBuy Wl x| x x| x x
It v, I rscks goviopaigs neralPages.D|
] CPO-83 |zoButation) IFE attaan [ i v | =
It v, I rscks goviopaige neralPages.D|
Bia CPOLGE |iZoliotation) P & & attaon [ natatan ¥ x®
] CPO-E |[2olistation) GE2 adtaoh ¥
ReEn arw Ircl goviopoige neralPagesD|
cingEUSInecEwEn
i CPO-3E |2 olitation) REP sttaoh |rokiHeAscetePages Sollobat dra| v ®
ol Templatec AFFR0 Template w20V 18. 1.0
ety
v Ml
i COB  |265 Submittal Form sitaoh W! ¥
Bid Agenuy |Agency Vet Form Adtach | Agenoy H (x| x
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BEFP Exsmption Deolclon

hitpc - Vom. partner. llnoic goslopnPRPTo

Big cHy sétaoh  |ourementRscoursecDooumenic Decicionté
Mema 20Meme_BEPHI I uboontrating doo
hitpe:ome. partner. Mincls gowloprPRIEER
BEF Suboonbract Goal ol ting NEWRAZECM R0 Goalka0 Set
Bl B etiing il M —————"—— ———
Frpie
Big CPCLG3 [BEF Uiizstion Flan itagn | PRI Hincks. gowiopcige naral Fages.D
-. ¥ C.AGOK
Big CPOLG3 Change Order Juciioation  [Form  |BidBuy
Big Emergenoy AMdavit ttaoh
Emergenoy Exisnclon It v, Blncls govopoige neral P agec D
Eid CRO-GE) ) citfoationtHearng Motioe [~ 200 |, E——
- —— a it e Wk goviopcigeneral Pages T
Forme Aitaoh £r 3 CAGHK
- —— " it e Wk goviopigeneral Pages. T
arme dtaoh |, &t 3 CAGOK
10 CRoLeE i) waker Form  |midEuy
Big CPO-0% [Lotiar ot inferd B2 Mz [attaon [T e Mk govipoigeneral Fages. D
- & 3 CAGOK
Big P03 [Motioe of AwardiJucNation |attach "mm'"m““w,"“_:‘;:“"“
: $hEtatnag
10 ©P0-e3 G52 Fank Order Form Form  |BidBuy
- ppg  |FEnewal Gusstions forover (.. | itpiwwe Bincls govippbDooumeninE st
2 |4250,000 (PPE) Form - CrRenzen_110810.pe
tmail Bucirecs et Acide
Big croas [hre E Form  |BidEuy
= . = - FPE hitn:rawes lincic go'ppbyDooume me/ S 5.
Sid FRE  [oe oume Form (B2 nop | Faani 408 S 0VE. A RO or eI Dict doox
2ods Touros Hearing
Big POy [Loe doume ttaoh
3tandard CertSoations |ty v, IO Cwois 0V D0 DT P g 6T
i SPOGH | erme and Contions) 1300 | ingBusinecowinEtate Agnsler acpx
Bid - Tupplsmental Terme and .

Conditions
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Bid Tabulation & BEP Walver {if nesded dus fo
Foward e e Balth efTort)
Bid Tabulation & MON-FSCDONCT Vanidor
Aoward CPO-G% iinaticn Form  |EHdBuy
Bid Tabulation & hittp: P Ml ncls gowlopodge neral Fage D)
i CPO-GE |Prooursmnent Flle Cheoklict | Aftach cingBuc - Agencieracpx
Bid Tabulation & CPOLGE Prooursment Fle Cheokiict - A hittp: Farweas . Il mole Qo opodge neral Fagec. D)
Award Emergency cing But Inesowith Statesgenclec acpx
Bid Tabulation & CPOLEE Frooursment File Cheokiiet - |, tEp Farwe . I RCiG Q0 a0 Cege Neral P agec. D)
Award Croer Againct Macier cing Buc Inecowth State Agenclec acpx
Bid Tabulation & CROLEE Progursment Fle Cheokliet - 5 hittp: Parwew. Il ncls gowlopodge neral Fages D)
Award ‘Small Purchacs Cing BUG INtowith State Agenolec s px
Bid Tabulation & CPOLGE Prooursment Fle Cheokiict - A hittp: Farweas Il mole Qo opodge neral Fagec. D)
Award Zole Jource cing But Inesowth State Agenclec acpx
Bid Tabulation & CPOLEE Progurement File Cheokliet - 5 hitp: Farww. Il mcls gow/opodge neral Fages. D
Award Eoliottons cing Buc Inecowth State Spenolec acpx
EBid Tabulation & CROLGE Progursment Fle Cheaklict - 5 hittp: v Nl ncle gowloporge neral Fagec. D)
Award Hate Use cing But Inesowith Statesgenclec acpx
Bid Tabulation & o 3 FBCDONCWENSE Fervew D Farwe . I RoiG Q0 o Cege Neral P agec. D)
Award Cheoidicic - IFE cing Buc Inecowth State Agenclec acpx
Bid Tabulation & CROLEE Recponcivencess Review 5 hittp: Parwe. Il ncls gowlopodge neral Fages D
Foward Cheoidicts - FFP cingBuc inecowih St Apencist acpx
Bid Tabulation & P33 (Zooring JustBlation Aftach
Award
el v [ lincis. govicpoUge neralFagesDoin
Purchaces Crder CPO-G% |[BOA Ordert Againct Machsr |Aftach |gEusinesswithityi=Agences. aspriperemaiPa
pesToinpSusinesswiinstate Agencies asoy
P i s | lincis govicpo/generalFagesDoin
Purchacs Dnder CPO-G% |BOA Dver 53,000 Attach gBusinesswhaty e sy
I v I INCES. QoA DO/ ge el FageSTioin
Purchacs Jwder CPO-G3E (BOA Under B0, 000 Aftach P ——— Ciees. sy
Contimuing Disclocure - hittp: Parwew. Il ncls gowlopodge neral Fages D)
Purshacs Drdsr | CP0-22 | onangs S0 | ingBucinscswEn Stataagencies acDx
Contimuing Dicolocure - Mo hittp: Farweas . Il mole Qo opodge neral Fagec. D)
Purchacs Cnsr CPO-O% Change Aftaoh CingEucintsswthState Agencken acpx
hittp: Farwew. llmcds gowopodge neral FagewD)|
Purchass Dnder CPO-G% |Contract Renswal Attach zingBuc £he JE—
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Purchace Drdar

CPO-GE

Emergenoy Extencion
Hearing Determination

hitp: Farwew. lincic gov/opoige neral Pages. T
cingEuc Inecowth Hate Agenciec acpx

Purchaces Orosr

3-Eignaturs Form

Purchace Drder

CPO-OE

Financial DecoloGums &
(Confliot Of Interect

Pt . IGO0 /O pode neral Pagec. D)
cing But Inesow th i tate Agenciec acpx

Purchace Drdar

Prevaling Wage Cariifloais

hitp: farwes . lincie govldol Torme Doawmen
e Prevalling 3 20W ape 362 DC-ariiflo athon R0
Form.pdf

Purchace Drdar

CPOGE

Etand Alons Contrsat

hitp: Farwew . lincic gov/opoige neral Page D
CANgBUG INecowith Stata Agensis s asnK

Purchace Drder

CPO-OE

‘andand Amenament o
'endor Fomn

LD . IGO0 /O pofe neral Pagec. D)
cing But Inesow th State Agenciec acpx
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Appendix C: Custom Columns

Bul

ILLINOIS ePROCUREMENT

Appendix C - Custom Columns

Requisition

Column Label® Column Description Document Tab

Agency Reference Number Used for reporting/tracking; enter any applicable General
Agency-generated reference number

Special Procurement Type: If any yes,  |Select as applicable General

please complete and attach the

applicable Form or Attachment

Link to Original Contract Allows user to establish a hyperlink to another General
BidBuy document using an Advanced Search feature

Skip Transaction (If yes, transactionis  |AIS Agencies Only General

NOT sent to AIS)

Additional NIGP Code Use to identify additional codes for the BP userto | ltems
notify vendors on the Bid of the opportunity

Will Federal Funds be used? Select "Yes' if Federal Funds will be used Accounting

If yes, please provide the CFDA#. Appears when "Will Fed Funds be used? is marked |Accounting
"Yes'

Will a Grant Funding Source be used?  |Select "Yes' if Grant Funding will be used Accounting

BID

SPO Name Enter SPO name Bid

Agency Reference Number Used for reporting/tracking; enter any applicable  |Bid
Agency-generated reference number

Special Procurement Rationale Select as applicable Bid
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Emergency Rationale Appears when "Special Procurement Rationale’ is Bid
set to "Emergency’. Enter narrative to provide
justification for using this special procurement
method

Sole Source Rationale Appears when "Special Procurement Rationale’ is Bid
set to "Sole Source’. Enter narrative to provide
justification for using this special procurement
method

Has the approved State Use Reguest Appears when "Special Procurement Rationale’ is Bid

Form and Authorization Letter been set to "State Use’. Indicate whether applicable

attached? files/forms have been attached

Brand Name Used for reporting/tracking; mark whether Bid
specifications require a Brand Name item or service

Is this subject to Small Business Set UUsed for reporting/tracking; mark whether this Bid

Aside? procurement meets the definition of one of the 673
mandated NIGP Code categories and/or dollar
threshold that requires soliciting from qualified,
registered 585F vendors

Are you utilizing an active, registered  |Appears when 'Is this subject to Small Busines Set  |Bid

Small Business Set Aside Vendor? Aside?' is marked Yes'. Indicate whethera
registered SB5P vendor will be solicited

Did you complete and attach the Small |Appears when "Are you utilizing an active, Bid

Business Set Aside Waiver form? registered Small Business Set Aside Vendor?' is
marked 'Mo’. Indicate whether a Small Business Set
Aside Waiver has been completed and attached.

Potential BEP/VEP Participation Goal? |Used for tracking/reporting purposes; mark Bid

Cnly if estimated amount is »/= whether specifications include BEP/VEP

5250,000 participation goals

Link to Original Contract (for a Renewal |Allows user to establish a hyperlink to another Bid

or Change Order) BidBuy document using an Advanced Search feature

Original Bid Mumber {for a Renewal or  |Allows user to identify an original Bid Number, as  |Bid

Change Order) applicable

Criginal Reference Bid Post Date (fora |Allows user to identify the date the original Bid was |Bid

Renswal or Change Order) posted, as applicable

Additional NIGP Code Use to identify additional codes for the BP userto  |Bid
notify vendors on the Bid of the opportunity

Will Federal Funds be used? Select "Yes' if Federal Funds will be used Bid
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If yes, please provide the CFDAE. Appears when "Will Fed Funds be used?' is marked (Bid
"Yes'
Will a Grant Funding Source be used? |Select "Yes' if Grant Funding will be used Bid
Purchase Order
Agency Reference Number Used for reporting/tracking; enter any applicable General
Agency-generated reference number
Original Contract No. Needed for novation and assignments. This custom [General
column is required anytime the original contract no.
iz needed. (SAMS or AlS)
Bulletin Reference Number General
Publication Date General
Special Procurement Type select as applicable General
Emergency Affidavit Date General
Is this subject to Small Business Set Used for reporting/tracking; mark whether this General
Aside? procurement meets the definition of one of the 673
mandated NIGP Code categories and/or dollar
threshold that requires soliciting from qualified,
registered SB5P vendors
Are you utilizing an active, registered Appears when ‘Is this subject to Small Busines Set  |General
Small Business Set Aside Vendor? Aside?' is marked Yes'. Indicate whether a
registered SB85P vendor will be solicited
Did you complete and attach the Small |Appears when "Are you utilizing an active, General
Business Set Aside Waiver form? registered Small Business Set Aside Vendor?' is
marked ‘Mo'. Indicate whether a Small Business Set
Aside Waiver has been completed and attached.
Are there any items on this PO on the General
current CPO Approved ICl List?
Has the ICI Preference Waiver been General
attached?
Actual Contract Begin Date General
Actual Contract End Date General
Date Contract Executed nfa General
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Wumber of Renewals (number of times |n/a General
yOu Can rensw)

Number of Renewal Terms (number of |n/a General
units in one renewal)

Renewal Term Units (renewal indicator; [n/a General
ex months, years, etc)

Mext Renewal Start Date General
Fiscal Year of Obligation n/a General
Transaction Code-Prefix (first 2 digits) |AIS Agencies Only General
Transaction Code-Suffix (last 2 digits)  |AIS Agencies Only General
Master Contract? General
Master Contract? AlS Agencies Only General
Subcontractor Utilization General
Skip Transaction (If yes, transaction is  |AlS Agencies Only General
not sent to AlS)

Criginal Contract No n/a General

(NovationfAssignment anly)

Subcontractor Disclosed? General
Travel Indicator General
Travel Amount General
Fixed Prica? General
Advance Payment? General
Incoterm Key General
Usage % alert Please enter the whole percentage, such as 10 for |General

10%:, in which you would like to receive an alert
regarding the usage of this contract.

Validity Alert (Days) To receive an alert regarding the number of General
remaining contract days, please enter a whole
number days.

Additional MIGP Code Use to identify additional codes for the BP userto  |ltems

notify vendors on the Bid of the opportunity

147 |Page



Fixed/Variable AlS Agencies Only [tem
SAP Material Master Number n/a [tem
Will Federal Funds be used? Select "Yes' if Federal Funds will be used Accounting
If yes, please provide the CFDA#. Appears when "Will Fed Funds be used?' is marked |Accounting
Will a Grant Funding Source be used? SvEFi;v:t "Yes' if Grant Funding will be used Accounting
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